Tourkit - Hudng dan
phong kinh doanh

e BOOKING PHONG



DATA KHACH HANG

I.Data Khach Hang

e Truy cap: Menu - Data khach hang

Data khach hang : la kho luu tr& thong tin khdach hang cuda céng ty bao géom: Tén, Dja chi, SPT,..

1. THEM MGOI KHACH HANG:

age no

Click

bund or type unknown

e Click vao bi€u tugng "Thém mdéi" dé ma bang thong tin khach hang.

age noyfpund or type unknown

2. IMPORT HANG LOAT KHACH HANG

Budc 1: Click vao nut

dé mé bang théng tin khach hang

age noFfpimdae hurichowty

age no

pbund or type unknown

dé md bang théng tin.

Budc 2: Tai file mau Excel tai lién két "Tai File Mau".

Budc 3: Nhap dir liéu theo cau tric file mau.

Budc 4: Nhap di liéu theo cau truc file mau => chon tép

age noffpund or type unknown

age nofpund or type unknown

age noyfpund or type unknown
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e Budc 5: Click vao dé hoan thanh

3. QUAN LY DANH SACH KHACH HANG

age no

bund or type unknown

age no

bund or type unknown

e Phéan loai khach hang dugc cai dat trong phan Quan ly hé théng —» Cau hinh - Phan
loai khach hang.
» Chuc nang xuagfi d%éﬁjaé unknown

o Click vao nut dé xuat file Excel toan bd théng tin khach hang.

e Chuc nang lich

9oL type unknown

o Click vao nut dé xem bang thong tin cudc goi véi khach hang.

3.1 B loc thoéng tin

age no

bund or type unknown

3.2 Quan Ly Thong Tin Tung Khach Hang

age nojfpund or type unknown

e Chon tén khach hang can xem thong tin xuat hién bang thong tin chi tiét vé

khach hang

age no

bund or type unknown
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Luu y:

Cac truong théng tin chi tiét bao gom:

Truong Thong Tin

Thong tin chi tiét

Thong tin dat hang

Thong tin lién hé

Lich cham séc khach hang

Béo gia

bon hang

Héa don

Coéng ng

Co hoi

Cudc goi

Thoéng tin thém

M6 Ta

Xem thong tin chi tiét cda khach hang
age nopfpuni

- Click vao link Facebook
age nojfpund or type unkno

hoac Zalo cla khach hang

age noyfpund or type unk

- Click dé stra hoac xda
age noyfpund or type unknown

thong tin khach hang (Tuy

nhién trong trudng hop khdch hang da
phat sinh don hang thi khéng thé xda)

Xem lich sir dat hang cua khach hang

Xem hoac thém méi thong tin lién hé.
click vao tao d€ thém thong tin lién hé
nhanh chéng

Xem lich s&r cham séc hodc thém lich
cham séc méi

Xem lich st bdo gid hoac tao nhanh
bdo gid

Xem lich s&t don hang, thao tac tuong
tu phan Béo gia

Xem lich s&r héa don cla khach hang

Xem lich s cbng no va xuat file Excel
néu can

Xem va tao nhanh co hoi kinh doanh

Xem lich st cudc goi trudc day vai
khach hang

Ghi chu cac phan can luu y va thém
tép dinh kém néu can
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e Théng tin khach hang da phat sinh don hang sé khong thé xda.
e Dam bdo nhap day da va chinh xac dir liéu dé tranh sai sét trong quan ly khach hang.



Bao Gia

I.Tinh gia Tour

Truy cap: Menu - Bdo gia — Tinh Gia Tour

1. Tao bao gia

e Click Thém méi

age nog

bund or type unk

Truong thong tin

Ma bédo gid

Ma tour

lich trinh

Nhoém/ Thi trudng

Ngay dat Tour

Ngay thanh todn

Ngay di - Ngay vé

Ty gia

1.1. Théng tin Khach hang:

Hi

nown

nh anh minh hoa

age ng

pbund or type unknown

age no

bund or type unknown

age no

bund or type unknown

age no

bund or type unknown

age no

bund or type unknown

age ng

bund or type unknown

age ng

age no

D R

bund or type unknown

Mo ta

Nhap ma theo quy dinh céng ty

Ngugi dung nhap ma tour cda khach

Nhap lich trinh bao gia

Lua chon thi truong da duogc cai dat
san dé phan loai, théng ké

La ngay khach dat tour dé€ theo doi
thoi gian dat

La Ngay du kié€n khach sé thanh toan
cho don hang d& nam dugc lich du
kién cta khach hang

blindgea hy omtype unkriown

La ngay Khéach bat dau di chuyén va
két thac djch vu.

Nhép ty gid néu c6. Chua c6 thi vao
quan ly hé théng dé thém.
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Truong thong tin

ThoNg tin khach hang

Nhéan vién diéu hanh

File “ Chon tép”

1.2. Du tru tour

Hinh anh minh hoa M6 ta

age noFfpund or type unknown - Poi v6i Khach hang da cé trong
kho Data: Go tén hoac S6 dién thoai
cla khach dé hé théng tu dé xuat

thoéng tin cé san.

- Poi véi Khach hang méi chua cé
trong kho Data khach hang : An
vao nut dé ma |én Popup “ Tao mai
khach hang”. Lic nay data khach mdi
sé dugc ty dong luu vao Kho Data
khach hang d€ sir dung cho sau nay

age noyfpund or type unknown Doi véi cac don hang can 1 Nhan vién
Diéu hanh dich vu két hgp clng Sales
XU ly thi chon vao 6 Nhan vién diéu

hanh dé& gan phi€u cho nhan vién
dugc chon cuing nhin thay don hang

age nogfpund or type unknown Hé théng cho dinh kém nhiéu hé so,
file théng tin khach hang cung 1 luc
dé luu trit thong tin khach hang

e Nhap s6 lugng khach theo khoang, vi du tinh gid 25 ngudi c6 thé nhép tur 20-30 ngudi dé

néu khach cé thay dai |a

o Nhap vao 6 sé lugng

. Bgei

9, thl, kheng,candam lai bao gia.

e Sau dé nhap chi tiét dich vu trong tour

Truong thong tin

Chi phi chung

Chi phi Giéng

Thém dich vu

Xda dich vu

age noffpund or type unknown

Hinh danh minh hoa M6 ta
age noyfpund or type unknown La chi phi chung cho tour nhap tat ca
thong tin vao 6 phan mém sé tu tinh
thanh tién
age nogfpund or type unknown Chi phi riéng tung dau khach, luu y:
néu doanh nghiép tinh chung nhu
5 phong khach san = 10 triéu thi

nén nhap o phan chi phi chung

age noffpund or type unknown Néu muén thém chi phi nao khac an
d&u cong dé€ thém

ﬁe{aund or type unknown x6a dich vu du thura
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Truong théng tin Hinh anh minh hoa M6 ta

Loai hinh dich vu ﬁezmnd or type unknown Dién giai loai dich vu minh chon
bon vi tinh Yaund or type unknown don vi tinh dich vu nay

S6 lugng, dich vu age no¥fpund or type unknown nhép s6 lugng minh st dung dich vu
nay va s6 lugt dung dich vu. Vi du:
dung 2 xe 6 té di 2 luot (luot di va luot
vé)

Ngoai té age nogfpund or type unknown Nhap theo don vi tién té minh sk
dung, néu nhép la tién dola thi phai
nhép ty gia bén canh dé€ tinh gia

chudn nhéat, néu nhép Tién viét thi 6
ty giag dé'la 1

VAT age nogfpund or type unknown Nhép chi phi vé thué tinh theo don vi
%

Thanh tién age nogfipund or type unknown Phan mém sé tu tinh tién sang bén 6
nay

Ghi cha Yaund or type unknown Nhap ghi chl cho diéu hanh néu cé

age nofpund or type un

e sau khi nhap hét cac chi phi gid phan mém sé tinh ra bang chi phi du kién

Truong théng tin Hinh anh minh hoa M6 ta
Téng phi chung age noyfpund or type unknown Téng chi phi chung & bén trén
Phi chung/ khéch age nogfpund or type unknown chi phi chung chia trén 1 khéch |a bao
tién

Phi riéng/ khach age nogfpund or type unknown Chi phi riéng trén tiing 1 khach
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Truong thong tin

Gia NET/ khach

Lgi nhuan/ khach

Ti lé 1ai

Giam gia

Hoa hong/ khach

Gid ban Nguai 16n

Gid ban tré em

Gia ban tré nho

luu/ déng

Hinh anh minh hoa

age noyfpund or type unknown

age nofpund or type unknown

age noyfpund or type unknown

age nogfpund or type unknown

age nofpund or type unknown

age noyfpund or type unknown

age nofpund or type unknown

age nofpund or type unknown

age noyfpund or type unknown

>34 41 D DI D

1.2.1. sao chép bao gia
age no

e Click vao nuat

chon sao chép

1.2.2. Gui link bao gia, tao don hang.

1.2.2.1. Gui link béo gia.

age noyfpund or type unknown

e Budc 1: Click vao

M6 ta

Gia net trén 1 khach la bao nhiéu.

Nhap Lgi nhuan ma céng ty mong

muén

Ty lé 1ai ma céng ty nhan dugc

Nhéap gidm gia néu cé

Nhap hoa hong/ dau khach néu co

Tién gid ban cho ngudi I6n sé thé hién

& day

Nhap gid ban cho tré em theo %

nhap gid ban tré nho theo %

an luu hodc déng thoéng tin bdo gia
vUa nhap

bund or type unknowfinage nojfpund or type unknown

dé sao chéo bao gia minh mong muén.


https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736703359372.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736703407393.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736703605736.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736703646021.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736703695817.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736703748731.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736703798169.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736703839553.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736703880742.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736704176658.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736704200437.png
https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736704651129.png

e Budc 2: GUi >< => Chon >< s6 lugng khach mong muaén.

age nof#fpund or type unknown

e Budc 3: Coppy va gui bdo gid hoac tai xuéng bang dang file FDF, Wourd gti cho

khach.

1.2.2.2. Tao don hang.

age nojfpund or {imEg

Budc 1: Click vao nut chon
age nogfpund or type unknown

Tao don hang.

Budc 2: Click vao dé chon s6 lugng khach da ung béo gia va an

aiiwand or type unknown

age noffpund or type unk

Budc 3: Nhap Nhan vién diéu hanh tour

age nogfpund or type unknown

age noffpund or type unknown

Budc 4: Click dé tao tour

Budc 5: binh luan trao d&i thong tin bé(l'ip

an @ tang tén nguoi dé vao binh luan.

1.3. Tim kiém bao gia

e Click vao cac thanh c6ng cu dé loc va tifm kiém b4

thé loc theo thi truong, ngay tao, ngay két thuc...

A

Y NEW PR, ngudi khac cé thdng bao thi

L)
5

U0 QAG RARGid,minh mudn, Co
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TOUR GIT

1. Man hinh téng quan

age noyfpund or type unknown

%aund or type unknown
Téng s6 tour GIT

%ound or type unknown

T6ng so6 tour & trang dang chay

yound or type unknown

T6ng s6 tour 6 trang sap chay

yaund or type unknown

T6ng s6 tour & trang hoan thanh
ﬁzaund or type unknown

Téng s6 tour & trang hay
2. Cac bo loc

%Jund or type unknown

Tinh nang

Ma, Tén tour

Ngay khai hanh, Ngay két thic, Ngay tao

Tinh trang

CTv

Chi nhanh

Mo ta

Cho phép ngudi dung tim ki€m nhanh theo tén tour, ma
tour.

Cho phép ngudi dung tim ki€m nhanh theo ngay khai
hanh, ngay két thic, ngay tao tour.

Cho phép ngudi dung tim ki€m nhanh theo tén tinh trang
tour.

Cho phép nguoi dung loc theo CTV (COng tac vién).

Cho phép ngudi dung loc theo chi nhanh.
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Tinh nang
Trang thai hoa héng
Loai hinh
Trang thai héa don
Ngay thanh todn

TT thanh todn

Chon phong ban

Sap xép

NVDH, Duyét

Ngudi tao

NCC

Nguon khach hang

age noyfpund or type unknown

Tinh nang

B0 loc theo thj trudng

age nojfpund or type unknown

Trang thai
Tat ca

Sap chay

Pang chay

Hoan thanh

Huy

Chua chi hét

Mo ta
Cho phép ngudi dung loc theo trang thai hoa hong.
Cho phép nguoi dung loc theo loai hinh tour.
Cho phép nguoi dung loc theo trang thai héa don.
Cho phép nguoi dung loc theo ngay thanh toan.

Cho phép ngudi dung tim ki€m nhanh theo tinh trang
thanh toan tour.

Cho phép ngudi dung tim ki€m theo phong ban.

Cho phép ngudi dung sap x&p theo ngay déng ché, khai
hanh, gid tang hoac gidm dan.

Cho phép nguai dung tim ki€m nhanh theo NVDH (Nhan
vién diéu hanh) hodc nguoi duyét.

Cho phép ngudi dung tim ki€m nhanh theo nguoi tao tour.

Cho phép ngudi dung tim ki€m nhanh theo cac NCC (Nha
cung cap).

Cho phép ngudi dung tim ki€m theo nguén khach hang.

Mo ta

Cho phép ngudi dung loc danh séach tour theo thi truong cu
thé.

M6 ta
BO dém + loc téng sé tour (bao gébm tat ca cac trang thai).

B6 dém + loc téng sé tour dang trong trang thai "sap
chay".

BO dém + loc téng sé tour dang trong trang thai "dang
chay".

BO6 dém + loc téng sé tour dang trong trang thai "hoan

thanh".

B6 dém + loc téng s6 tour dang trong trang thai "hay".

B6 dém + loc téng sé tour chua chi hét.
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Trang thai

Chua thu hét

2. List danh sach

age noyfpund or type unknown

Truong thong tin
Mé& hé théng

Ma tour

Lich trinh

Lich khéi hanh

Khach hang
Téng thu
Thuc thu
Con thiéu
T6éng chi
ba chi

Con thiéu
Loi nhuan
Trang thai
Nguoi tao
NV diéu hanh

Chot hoa héong

3. Théng tin Gui khach hang, K& Toan.

Mo ta

BO6 dém + loc téng s6 tour chua thu hét.

Mo ta
Gen ra tlr hé théng & cai dat chung

Fill theo ma tour d& nhap form tao tour hoac bd tréng sé
Iay méa hé théng

Fill theo lich trinh tour d& nhap form tao tour

Fill theo ngay khéi hang va ngay két thic tour dé nhap
trong form tao méi

Fill theo thong tin khach da nhap trong form tao tour
Lay téng thu dy kién form tao tour
Téng tién phiéu thu dugc duyét

Téng thu - Thuyc thu

Lay theo t6ng chi du ki€n form tao méi
T6ng tién phiéu chi dugc duyét.

T6ng chi - Thyc chi

Téng thu - Téng chi

Bat theo TT tour form tao mdi

Fill theo ngudi tao form tao mdi

Fill theo NV diéu hanh form tao méi

Bat theo trang thai chét hoa hong

3.1. Gdi Phiéu Xac Nhéan Djch Vu (XNDV), Hop dope

e Budc 1: Chon M3 hé thong

7
age no

pbund or type unknown

cla tour ma minh muén gui thong tin.

age noyfpund or type unknown

e Budc 2: Chon dé& gui cho khach hang, chon ng6n ngir tiéng viét hoac tiéng anh

tuy loai khach.
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e Budc 3: Coppy dudng link hoac tai file PDF hoac file Wourd dé gii cho khach

e Budc 4: Hudng dan vao 6 Ky xac nhan

3.2. Xudt Héa don, Xuat phiéu thu

3.2.1. Xuat hoa don.
age no

e chon vao

e Nhap tat ca thong tin cta khach hang vao

k€ toan yéu cau

3.2.2. Xuat phiéu thu.

e Budc 1: Click vao

bund or type unknown

age noffpund or type unknown
dé huéng dan khach ky hop déng online.
dé nhap théng tin.
age noyfpund or type u moj7fpund or type unknown

sau dé an

age no

bund or type unkno

sau dé an vao

e Budc 2: Nhap day du thong tin can thiét
e Budc 3: Click [Luu]

age no

bund or type unknown

Sau khi click

hé théng sé hién thi man dudi

Truong thong tin

Tén phiéu thu
Mé& phiéu thu

Ngay thanh toan

Phuong thic thanh toan
Loai phi€u thu

Nhan vién duyét

Ngudi theo doi

Thoéng tin nguoi déng tién

Téng tién

ba thu

age no

dé gui cho phong

bund or type unknown

dé xuat phiéu thu khi khach déng tién.

age noffpund or type unknown

Mé ta
Bat theo tén tour, nguoi dung c6 thé€ dgi tén phi€u nay.
Bat theo cau hinh "Ma tour_No.1".

Bat theo ngay tao phiéu, ngudi dung cé thé chon ngay
thanh toan.

Bat budc chon.

Bat budc chon.

Bat budc chon.

Khong bat budc.

Hé thong sé fill tir théng tin khach hang dat tour.

= (S6 lugng NL * gid NL + phu thu - giam gid) + (S6 lugng
tré em * gid tré em + phu thu - giam gid) + (S6 lugng tré
nho * gia tré nho + phu thu - giam gia).

= Téng tién phiéu thu dugc duyét.
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Truong théng tin M6 ta
Sé tién thu Ngusi dung nhéap sé tién can thu cta khach.
S6 tién con lai = Téng tién - D3 thu - S6 tién thu.

4. Chuc nang khac

4.1. Pé Nghi Thanh Toan.

B1: Click [Tao DNTT]

age noyipunc

B2: Click [Tao phi€u] Sau khi click [Tao phi€u] hé thong hién thi man hinh nhu anh duéi

Truong thong tin Mo ta
Tén phiéu Bat theo tén tour
Tén khach hang Fill theo tén khach hang
Nguoi dé nghi Fill auto tén admin
Ngay dé nghi Fill auto ngay tao dé nghi
Ma tour Fill ma tour
Tén booking, tén tour Fill theo lich trinh
S6 tién Nguoi dung nhap sé tién dé nghi thanh toan
Phuong thic thanh todn Hé thong fill mac dinh la phuong thic uu tién
Noi dung thanh toan Fill theo tén phiéu

4.2. Gui Mail cho khach.

age noffpund or type unknown

e Chon vao nut sau d6 phan mém sé tu sinh ra 1 mau mail dé gui khach, C6 thé
age noffpund or type unknown

stra lai cho phu hgp v6i cong ty dé gui khéach.

4.3. Tao lich
age nojfpund or type unknown

e Chon

age nojfpund or type unknown

e Nhap thong tin mudn nhac han thanh toan

e sau do an luu dé hé thong tu ban théng bao qua mail.

4.4. Phiéu khao sat tu dong
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age noffpund or type unknown

B1: Chon 1 tour gui cho khach hang dénh gia

age noyfpund or type unknown

B2: Click [Chirc nang]

age noffpund or type unknown

B3: Click [Phi€u khao sat ty dong]

age noffpund or type unknown

Sau khi click [Phi€u khao sat ty dong] hé théng sé di chuyén dén Phiéu khao sat ty dong.

O Phiéu khao sat tu dong nay ngudi dung cé thé gui cho khach dé khach cé thé dénh gié tour theo
nhiéu tiéu chi.

5. Danh sach thanh Vién

age noyfpund or type unknown

e Click vao ma hé thong ==> sta
age noyfpund or type unknown

e chon

age nofpund or type unknown

e Thém théng tin khach thu céng hoac bang file sau dé an luu.

luu y: Néu khong cé nut stra thi sale khéng cé quyén sura, lién hé quan ly dé dugc mé quyén.
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TOUR FIT
I.TOUR FIT

1.1. Gitr Cho:

e Tour urd

e Click vao Ilcondé ghép thanh vién vao tour

1.1.1. Thém nhan vien: Thém nhan

vien ban tour

] Jtﬁgo\f%yﬁégn%écp/vﬁheo ngay dong chd ga aﬂé'ééj bund or type unknown

- Chon nhan vién[![]1(https://docs.mistudio.asia/uploads/images/gallery/2025-01/scaled-1680-/image-

1736626605149.png)](https://docs.mistudio.asia/uploads/images/gallery/2025-01/image-1736626605149.png)>

Thém vao tour

age noyfpund or type unknown

1.1.2. Thém khach hang

age no

pbund or type unknown

Xuat hién man hinh Thém khach hang

Budc 1: Click vao nut thém khach hang

Muc
Thoéng tin khach hang

Khach hang da cé trong kho

Chi tiét

age no

pun

GO tén hoac S6 dién thoai ctia khach dé hé théng tu dong
xuat thdng tin cé san. Khéng cdn mat cong nhap.
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Muc

Khach hang méi chua cé trong kho

S6 lugng ngudi Ién, tré em, tré nho

Mo ta

NUt thém

File "Chon tép"

Danh sach thanh vién

Nat "Import"

Chi tiét
age nofpund or type unknown

An vao nat dé mé |1én Popup "Tao méi khach

hang". Lic nay data khach méi sé dugc ty dong luu vao
Kho Data khach hang dé€ s&r dung cho sau nay.

age nogfpund or type unknown

Thém vao s6 lugng thanh vién cta ting do tudi.

age nofpund or type unknown

Nt cho phép thém nhiéu d6 tudi ngudi 16n, tré

em, tré nho khac nhau trong doan.

Hé théng cho dinh kém nhiéu hé so, file thong tin khach
hang cung 1 IGc dé€ luu trir théng tin khach hang.

age noyfpund or type unknown

Nhap danh sach thanh vién cta doan.

Cho phép import file danh sach thanh vién lién hé hé
théng.

e Sau khi thém khdch hang vao tour, xuat hién man hinh Danh sach nhém trong Tour

age noyfpund or type unknown

Chuc nang

Xuét béo gid/ Phiéu xac nhén dich vu

Tao phiéu thu

Xoéa khach hang

Bi€u tugng Mb ta chi tiét

age nogfpund or type unknown Click vao biéu tugng dé hién thi bang
SmartLink xac nhan dich vu gui cho
khach. Cé thé xuat PDF va Word.

age nogfpund or type unknown Xuat hién man hinh tao phiéu thu. Khi
click, s& m& popup tao phiéu thu vai
cac thong tin can nhap.

age nogfpund or type unknown Xda khach hang ra khai tour.
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Chtc nang Biéu tuong Mo ta chi tiét

Slra théng tin khach hang age noFfpund or type unknown Thay déi thong tin khach hang.

Xem danh sach thanh vién age noFfpund or type unknown Xem danh sach khach hang trong
tour.

Chuyén khach hang sang tour khac age no¥fpund or type unknown Chon tour can chuyén khach va nhan
Luu dé hoan tat.

1.2. Xem danh sach thanh Vién
trong Tour

age noffpund or type unknown

age noffpund or type unknown age noffpund or type unknown

e Click vao hinh hién thj ra man view cuda toan bd khdch hang

e Churc nang tuong tu bang chic nang trong danh sach nhém

1.3. Tai danh sach thanh vién

age nojfpund or type unknown age nojfpund or type unknown

e Click vao hién_thi man view quan ly danh sach khach hang
age nojfpund or type unknown

e Dé tdi xudng click vao sau do c6 thé ban giao cho HDV va luu tri ndi bd
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1.4. Chuc nang

e Click vao

age no

pbund or type unknown

age no

dé xem thém cdc chuc nang

bund or type unknown

age no

bund or type unknown
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LAND TOUR

LandTour/Combo: la loai hinh sén phdm ban Land riéng Ié hodc cung cap 1 combo san phdm ( Vi du
: Land + Vé, Phong + vé.v.v) téi 1 nhém khach hang Ié. B6i véi cac san phdm nay thi doanh nghiép
nén quan ly tai muc LandTour/Combo

Truy cap: Menu - Pon hang -» LandTour/Combo

1. Thém mdéi Landtour,

An “Tao Tour”

age no

bund or type unknown

dé mad bang tao thong tin 1 Tour méi:

Cac truong théng tin nhap nhu sau :

1.1. Théng tin tour:

Truong thong tin

Ma tour

Lich trinh

Nhém/ Thi trudng

Ngay dat Tour

Ngay thanh toan

Ngay di - Ngay vé

Tour Guide

Hinh anh minh hoa

%aund or type unknown
ﬁezaund or type unknown

Yaund or type unknown
éezaund or type unknown
ﬁe{aund or type unknown

ﬁe%aund or type unknown

age noyfpund or type unknown

M6 ta

Hé thong tu dong tao Ma theo cau
trdc dugc dat san cta doanh nghiép

Pién thong tin lich trinh cta Combo
dé (khong gidi han ki tu). Vidu :
Combo Nha Trang 3N2D -
TourkitVietNam

Lua chon thj truong da dugc cai dat
san dé phan loai, théng ké

La ngay khach dat tour dé€ theo ddi
thoi gian dat

La Ngay du ki€n khach sé thanh toan
cho don hang dé nam dugc lich du
kién cua khach hang

age nofplindgs ty omtype unkriown
La ngay Khach bat dau di chuyén va
két thuc dich vu.

Lua chon Huéng Dan Vién di tour


https://docs.mistudio.asia/uploads/images/gallery/2024-12/image-1735009116033.png
https://docs.mistudio.asia/uploads/images/gallery/2024-12/image-1735009142979.png
https://docs.mistudio.asia/uploads/images/gallery/2024-12/image-1735009686583.png
https://docs.mistudio.asia/uploads/images/gallery/2024-12/image-1735009910382.png
https://docs.mistudio.asia/uploads/images/gallery/2024-12/image-1735010039325.png
https://docs.mistudio.asia/uploads/images/gallery/2024-12/image-1735010229795.png
https://docs.mistudio.asia/uploads/images/gallery/2024-12/image-1735010253471.png
https://docs.mistudio.asia/uploads/images/gallery/2024-12/image-1735010308612.png
https://docs.mistudio.asia/uploads/images/gallery/2024-12/image-1735010320143.png
https://docs.mistudio.asia/uploads/images/gallery/2024-12/image-1735010564014.png

1.2. Théng tin Khach Hang:

Truong thong tin Hinh anh minh hoa Mo ta
Théng tin khach hang age noyfpund or type unknown - Pdi v6i Khach hang da cé trong
kho Data: G& tén hoac So dién thoai
cla khach dé hé théng tu dé xuat
thoéng tin cé san.

- Péi véi Khach hang méi chua cé
trong kho Data khach hang : An
vao nut d€ ma |1én Popup “ Tao mdi
khach hang”. Ldc nay data khach méi
sé dugc tu dong luu vao Kho Data
khach hang dé sir dung cho sau nay

XU ly thi chon vao 6 Nhan vién diéu

Nhan vién diéu hanh age noFfpund or type unknown D6 véi cac don hang can 1 Nhan vién
Diéu hanh dich vu két hgp cling Sales

hanh dé gén phi€u cho nhan vién
dugc chon cuing nhin thay don hang

File “ Chon tép” age noffpund or type unknown Hé thong cho dinh kém nhiéu hé sao,
file théng tin khach hang cung 1 luc
dé& luu trit thong tin khach hang

1.3. Piéu hanh dich vu:

Truong théng tin Hinh danh minh hoa M6 ta
Dich vu Sales (Du tru tour) age nogfpund or type unknown Céc dich vu duoc lua chon trong Tab
Dich vu Sale chi mang tinh chat du
ki€n va khéng duogc tinh vao

Doanh thu/Chi phi ctiia Pon hang

Dich vu diéu hanh age nogfpund or type unknown Céac dich vu dugc lua chon trong Tab
Dich vu Piéu hanh la cac dich vu
chinh thiic dugc tinh vao Doanh

1.3.1. Cac budc chon dich vu:

thu/Chi phi cia Pon hang

age noyfpund or type unknown

Budc 1: Click chudt vao dé mad ra bang Iua chon dich vu st dung cho Tour dé. Sau khi

click vao sé hién thi ra mot Bang lua chon dich vu:

age no

bund or type unknown

Budc 2: Chon r%mm%gﬁmmt’é cung cap dé€ hién thj ra danh sach céc nha cung cép

dich vu chi tiét
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Budc 3: Click vao tiung dich vu con dé Iuya chon kéo tha vao bang Dich vu. Nén dich vu dugc chon
sé hién thi nén mau xanh

Budc 4: Click

age noyfpund or type unknown

age no

pbund or type unknown

dé thém dich vu

1.3.2. Thém nhanh nha cung cap + Dich vu tai man chon dich vu

Truong théng tin Hinh danh minh hoa M6 ta

Tao nhanh Nha cung cap

age no¥fpund or type unknown Click vao nit Tao nha cung cap dé
tao nhanh 1 nha cung cap chua cé
trong Danh sach nha cung cép cua
Doanh nghiép

Thém nhanh Dich vu cia Nha cung age nogfpund or type unknown Khi chon nha cung cép dich vu bi

cap dang chon

1.4. Piéu khoan va luu y:

thi€u cé thé &n vao dau cong dé thém
nhanh dich vu chi tiét cta Nha cung
cap do

V@i ting don hang sé cé cac diéu khoan va luu y khac nhau cho khach hang. Chinh vi vay khi tao
don thué can cac Diéu khodn va Luu y théng bdo téi cho khach hang ngay trén phi€u SmartLink
B&o gia thi Sales + Piéu hanh dich vu cé thé thém nhanh tai 6 Piéu khoan va luu ngay bén
dudi phan théng tin khach hang.

age nojfpund or type unknown

Click chuét vao tab Piéu khodn & Luu y -> Click vao dé md ra bang dién théng tin:

dich vu gti cho khach nhu sau:

e Tai day chon VN

Viét

e Chon EN

age nojfpund or type unknown

=> Khi dién day du thong tin & bang nay ndi dung sé show ra bdng SmartLink Xac nhan

age nojfpund or type unknown

age noffpund or type unknown

-> khi dién thong tin File Xac nhan dich vu sé hién thi Tiéng

age no

bund or type unknown

2. Quan ly danh sach Tour

-> khi dién thong tin File Xac nhan dich vu sé hién thj Tiéng Anh
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age noffpund or type unknown

2.1. Théng sé théng ké dau trang

e Thong s6 théng ké dau trang so liéu sé theo trang thai tour:

Truong thong tin

Téng sé tour

Sap chay

Pang chay

Hoan thanh

2.2. B6 loc théng tin man quan ly danh sach
Truong thong tin

Tim kiém

Ngay khai hanh

Ngay két thic

Hi

nh anh minh hoa

age ng

bund or type unknown

age no

bund or type unknown

age no

bund or type unknown

age no

bund or type unknown

age ng

P R

bund or type unknown

Hi

nh anh minh hoa

age no

bund or type unknown

age no

bund or type unknown

age no

X444

pbund or type unknown

age noyfpund or type unknown

Mo ta

T6ng s6 Pon hang tao trén hé théng

T6ng s6 Bon hang dang & trang thai
Sap chay

Téng s6 Pon hang dang & trang thai
Pang chay

T6ng s6 Pon hang dang & trang thai
Hoan thanh

T6ng s6 Bon hang dang & trang thai
Huy

M6 ta

GO: Ma don hang, Tén tour, SBT
khach hang,...-> Enter thi hé thong sé
tim theo két qua mong muén

Loc toan bd cac Tour c6 ngay khai
hanh theo lya chon mong muén

Loc toan bd céc Tour cé ngay két thic
theo lya chon mong muén
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Truong thong tin

Tinh trang

Ngay tao

CTv

Trang thai hoa héng

Loai hinh

Nguoi tao

Chi nhanh

Nhém

Trang thai hoa don

Ngay thanh toan

TT thanh toan

Chon phong ban

Hi

nh anh minh hoa

age no

pbund or type unknown

age nog

bund or type unknown

age no

bund or type unknown

age no

pbund or type unknown

age no

bund or type unknown

age ng

bund or type unknown

age no

bund or type unknown

age no

bund or type unknown

age ng

bund or type unknown

age no

bund or type unknown

age no

bund or type unknown

age ng

bund or type unknown

>34 D ) D D D D 4

M6 ta

Loc theo trang thai Tour : Sap chay,
Pang chay, Chua quyét toan, Da
quyét toan Hoan thanh, Hay, Huy
khong di

Loc don hang theo thai gian tao don

DPién tén Cong tac vién (CTV) dé tim
ki€ém Cong tac vién (CTV la nguoi
dugc gan vao data Khach hang)

Loc theo céc don hang da dugc “ Chét
hoa hong” cho Sales

Loc theo loai hinh tour. VD: Néi dia.
Inbound, Outbound,...

Loc theo Nguoi tao ra don hang dé.
Vi du: muén xem Nhan vién Nguyén
Van A tao ra nhitng don hang na

Lua chon don hang theo Chi nhanh
khu vuc lam viéc. Vi du : Mudn xem
cac don hang cho chi nhanh Ha Noi
taora

Loc don hang theo nhém

Loc cac don hang da dugc note Xuat
héa don

Loc cac don hang theo théng tin “
ngay thanh todn” mong muén

Loc cac don theo trang thai thanh
toan: Con ng, Da thu hét, Con phai
chi, Da chi hét

Loc cac don theo phong ban da setup
trén hé théng
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Truong thong tin

NCC

NVDH/ Duyét

Nguon khach hang

2.3. Export don hang

Hinh anh minh hoa

age no

pbund or type unknown

age no

bund or type unknown

age no,

bund or type unknown

age no

Click vao nuat

bund or type unknown

M6 ta

Loc theo nha cung cap trong don
hang

Loc don hang theo tén NVDH/ Duyét
dugc gan vao don

Loc dan hang cé khach hang thudc
Nguon khach hang chon

dé tai xudng File Excel toan bd théng tin don hang ban mong muén. NGt

export c6 thé két hgp cung bd loc theo ban mong muén lua chon & trén

2.4. Hién thi dang xem

STT

2.5. Huéng dan cai dat chung

Hinh anh minh hoa

age no

bund or type unknown

age no

bund or type unknown

M6 ta

- Xem dang Calendar lich khéi hanh
- Véi dang xem Calendar ban cé thé
xem dugc lich khéi hanh cta
Tour/Tuyén dugc sap x&p theo ting
ngay va xem téng quan trong 1

thang: age noyfpund or type

+ Click vao icon dé xem

lich clia cac thang trudc hodc thang

tiép theo age nofpund or type
+ Click vao tén dé xem
chi tiét Tour

Xem don hang dang list
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e Click vao Icon dé vao bang cai dat chung cho danh muc Landtour

e Muyc cai dat chung nay la mpesdmdanhsds§thongtin tw ddng cho tung danh muc san

pham, loai hinh san pham:

Truong thong tin Hinh anh minh hoa
Cau trdc ma age nopfpund or type unknown
Diéu khoan & Luu y age nojfpund or type unknown

e Sau khi cai dat xong click Luu cau hinh dé set cai dat

3. Stra/ Xoa Landtour

M6 ta

S dung céac tir khéa {keyword} dé

viét ma ty sinh theo form dinh san.

VD: LANDTOUR_{DD_MM_YYYY} =>
M3: LANDTOUR 8_6_2023

N6i dung dugc tao ¢ khu vuc Diéu
khoan & Luu y nay sé dugc bat tu
dong cho toan bo tat ca cac Tour dugc
tao ra ¢ phan Tao méi

D€ stra/ Xoa cac truong théng tin cda don hang, thuc hién theo cac budc sau:

age noyfpund or type unknown
Budc 1: Tai man list don hang Click vao tén Ma hé théng -> hién thi popup xem chi tiét
age noyfpund or type unknown
don hang: Budc 2: Click nut Stra dé thuc hién stra don hang ( hodc Xoa dé thuc hién xoa
don hang)
Luu y:

e Chilrc ndng Stra/ Xoa dugc set theo phan quyén

e D& x0d dugc don hang thi don dé phai: khéng cé phat sinh phiéu thu/ chi

Budc 3: Sau khi thuc hién sira xong don hang -> Click Cap nhat dé luu lai chinh sua:

4. Cac nut chirc nang man xem chi tiét don hang

Man xem chi tiét don hang: Tai man list don hang Click vao tén Ma hé théng :

Truong théng tin Hinh anh minh hoa

age nojfpund ¢

age noyfpund or type ul
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Xéc nhan dich vu

Hop déng dich vu

Yéu cau hoé don

Tao phi€u Dé nghi thanh todn (DNTT)

GUi email don hang

Tao lich nhac

Export phi€u diéu hanh dich vu

Export Chiét tinh tour

Xuét phiéu chi

Xuat phiéu thu

GUi email NCC

age no

<

bund or type unknown

age no

bund or type unknown

age no

bund or type unknown

age ng

pbund or type unknown

age nog

bund or type unknown

age no

P R

bund or type unknown

age no

bund or type unknown

age no

bund or type unknown

age ng

bund or type unknown

age ng

bund or type unknown

age no

R R

bund or type unknown

Phiéu xac nhéan dich vu sé dugc gui
cho Khach hang dé& ky xac nhan céac
Dich vu trong tour, c6 2 ngén ngl
chon:

+ Tiéng Anh

+ Tiéng Viét

Hop dong dich vu sé dugc gii cho
Khach hang dé€ xac nhan lai cac diéu
khodn trong tour khach dat

Yéu cau hoa don tao sé dugc ghi nhan
& muc Hoa don ké toan va cho Ké
toan duyét

Tao phi€u dé nghi thanh todn gui cho
Khéch hang

GUi email théng tin don hang cho
Khach Hang

- Tao lich nhac hen VD: Nhac hen dén
han thanh toan,...

- Khi dén thoi gian nhac lich da set ->
Hé thong sé théng bao vé mail ngudi
tao/ phu trach lich nhac nay (diéu
kién: tai khoan phai bat thong bao
nhan email )

Export File excel phan chi cac dich vu
cla don hang

Xuét phi€u ma don vi chi cho don
hang

-> cac phi€u dugc tao sé dugc gan ma
tour vao phi€u va sé hién thi & Phiéu
chi (trong module K& toan)

Xuat phiéu thu cta khach hang

-> cac phiéu dugc tao sé dugc gan ma
tour vao phiéu va sé hién thi & Phiéu
thu (trong module K& toan)

GUi théng tin dich vu dat (phan chi)
cho don vi NCC
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Cac chirc nang trén cé thé thuc hién thao tac nhanh khi click

age noffpund or type unknown

5. Théng tin Gui khach hang, Ké Toan.

5.1. Gui Phiéu Xac Nhan Dich Vu (XNDV), Hop dgng
age noffpund or type unknown

Budc 2: Chon

Budc 1: Chon Ma

& man list don hang:

hé théng cla tour ma minh muén gui thong tin.

age noffpund or type unknown

tuy loai khach.

Budc 4: Hudng dan vao 6 Ky xac nhan

age no

5.2. Xudt Héa don, Xuat phiéu thu, Xudt phiéu chi

5.2.1. Xuat hoa don.

chon vao

age no

pund or type unknown

dé nhap théng tin.

k€ toan yéu cau

5.2.2. Xuat phiéu thu.

Budc 1: Click vao

Nhéap tat ca thong tin cda khach hang vao

age nogfpund or type unkno

sau dé an vao

Budc 2: Nhap day du théng tin can thiét
Budc 3: Click [Luu]

Sau khi click

age no

bund or type unknown

Truong thong tin

Budc 3: Coppy duong link hoac tai file PDF hoac file Wourd dé gui cho khach

bund or type unknown

hé théng sé hién thi man dudi

dé gt cho khach hang, chon ngén ng{r tiéng viét hoac tiéng anh

age noffpund or type

dé huéng dan khach ky hop déng online.

age noyfpund or type u mojTpund or type unknown
sau dé an dé gui cho phong
age nogfpund or type unknown

dé xuat phiéu thu khi khach déng tién.

age no

bund or type unknown
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Tén phiéu thu
Ma phiéu thu

Ngay thanh todn

Phuong thic thanh todn
Loai phi€u thu

Nhan vién duyét

Ngu¢i theo doi

Thong tin ngudi déng tién

Téng tién
ba thu

S tién thu

S6 tién con lai

5.2.2. Dat dic

Bat theo tén tour, ngudi dung cé thé déi tén phi€u nay.
Bat theo cau hinh "Ma tour No.1".

Bat theo ngay tao phi€u, ngudi dung cé thé chon ngay
thanh toan.

Bat budc chon.

Bat budc chon.

Bat budc chon.

Khéng bat budc.

Hé théng sé fill tir thong tin khach hang dat tour.

= (S6 lugng NL * gid NL + phu thu - gidm gid) + (S6 lugng
tré em * gia tré em + phu thu - giam gid) + (S6 lugng tré
nhé * gié tré nhé + phu thu - gidm gid).

= Téng tién phi€u thu dugc duyét.

Ngusi dung nhéap sé tién can thu cta khach.

= Téng tién - Pa thu - SO tién thu.

h vu cla nha cung cap.

age no

pund or type unknown

Budc 1: chon vao

Budc 2: kéo xuéng pha chi

Budéc 3: click chon gui mail

Budc 4: Hen nhac lich cho

dé md ma tour.

age noyfpund or type unknown

dé kiém tra théng tin nha cung cap
age nojfpund or type unknown

dé dat dich vu nha cung cap.

age nogfpund or t

ké todn thanh todn cho nha cung cép néu cho. Chon

5.2.3. Xuat phiéu chi.

(https://docs.mistudio.asia/uploads/images/gallery/2024-12/scaled-1680-/image-
1734576123022.png)](https://docs.mistudio.asia/uploads/images/gallery/2024-12/image-

1734576123022.png)

B1: Chon 1 tour can xuat phiéu

chi
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B2: Click [Chirc nang]

%
B3: Click [Xuat phiéu chi]

ﬁez
Sau khi click [Xuat phiéu chi]

pund or type unknown

hé thong sé di chuyén dén man hinh:

Truong thong tin
Tén phiéu chi
Mé phiéu chi

Ngay thanh todn

Phuong thic thanh todn
Loai phi€u thu

Nhan vién duyét

Ngudi theo doi

Thong tin ngudi nhan tién
Téng tién

ba chi

S6 tién chi

S6 tién con lai

6. Chuc nang khac

6.1. Pé Nghi Thanh Toan.

B1: Click [Tao DNTT]

B2: Click [Tao phi€u] Sau khi click [Tao phi€u] hé théng hién thi man hinh nhu dnh dudi

Truong thong tin
Tén phiéu
Tén khach hang
Nguoi dé nghi

Ngay dé nghi

bund or type unknown

age ng

bund or type unkn

Mo ta

Fill tir tén tour, ngudi dung cé thé sia.

Fill theo "Ma tour_gio, phut, giay_No.1, ...

Bat theo ngay tao phi€u, ngudi dung cé thé chon ngay

thanh toan.

Bat budc chon.

Bat budc chon.

Bat budc chon.

Khéng bat budc.

Hé théng sé fill tir thong tin NCC.
= Téng chi cta NCC.

= T6ng tién phiéu chi dugc duyét.

Nguoi dung nhap sé tién can chi cho khéach.

= Téng tién - P& chi - S6 tién chi.

Bat theo tén tour
Fill theo tén khach hang
Fill auto tén admin

Fill auto ngay tao dé nghi

age no

punc
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Truong théng tin M6 ta

Ma tour Fill ma tour

Tén booking, tén tour Fill theo lich trinh

S6 tién Nguoi dung nhap sé tién dé nghi thanh toan
Phuong thic thanh todn Hé thong fill mac dinh la phuong thic uu tién
Noi dung thanh toan Fill theo tén phiéu

6.2. Gui Mail cho khach.

age noffpund or type unknown

e Chon vao nut sau d6 phan mém sé tu sinh ra 1 mau mail dé€ gui khach, C6 thé
age noffpund or type unknown

stra lai cho phu hgp véi cong ty dé gui khéach.

6.3. Tao lich pha
age nojfpund or type unknown

e Chon

age nojfpund or type unknown

e Nhap théng tin muén nhac han thanh todn

e sau do an luu dé hé thong ty ban théng bao qua mail.

6.4. Phiéu khao sat tu dong

age noyfpund or type unknown

B1: Chon 1 tour gti cho khach hang danh gié

age noffpund or type unknown

B2: Click [Chirc nang]

age noffpund or type unknown

B3: Click [Phiéu khdo sat tu dong]

age noyfpund or type unknown

Sau khi click [Phiéu khao sat tu dong] hé théng sé di chuyén dén Phi€u khao sat tu dong.

O Phiéu khao sat tu dong nay ngudi dung cé thé gui cho khach dé khach cé thé dénh gid tour theo
nhiéu tiéu chi.
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7. Danh sach thanh Vién
age noyfpund or type unknown

e Click vao ma hé thong ==> sta
age noyfpund or type unknown

e chon

age noyfpund or type unknown

e Thém théng tin khach thu céng hoac bang file sau dé an luu.

luu y: Néu khong cé nut sira thi sale khong cé quyén sira, lién hé quan ly d€ dugc maé quyén.
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DICH VU LE

Dich vu Ié: la loai hinh san pham giup doanh nghiép cé thé€ luu trit théng tin don hang
khong phai tour, booking

Truy cap: Menu - Quan ly Tour - Dich vu lé

age nojfpund or type unknown age no

#######1. Thém mdéi An “Tao Tour” dé ma bang tao théng tin 1 Tour mai:

Cac truong thong tin nhap nhu sau :

1.1. Théng tin tour:

Truong thong tin Hinh anh minh hoa M6 ta
Mé& hé théng age nogfpund or type unknown Hé thong tu dong tao Ma theo cau
trdc dugc dat san cta doanh nghiép
Ma tour age nogfipund or type unknown Khi khach san trd ma code cé thé cap
nhat ma code phong cho don hang tai
6 nhap “Ma code”

Ma gilt chd age nogfpund or type unknown Hé théng tu random ma gilr ché cho
khach
Tinh trang Yaund or type unknown Chon trang thadi don hang

Nhém/ Thi truong age nogfpund or type unknown Lua chon thj truong da duogc cai dat
san dé phan loai, théng ké

Ngay dat Tour age noyfpund or type unknown La ngay khach dat tour dé theo ddi
thoi gian dat

Ngay thanh todn age nogfpund or type unknown La Ngay du ki€n khach sé thanh toén
cho don hang dé nam dugc lich du

kién cla khach hang
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Truong thong tin

Ngay di - Ngay vé

Tén tour

Goi bV

Tour Guide

1.2. Théng tin Khach Hang:
Truong thong tin

Tim khach hang

Nhan vién diéu hanh

File “ Chon tép”

1.3. Piéu hanh dich vu:
Truong thong tin

Dich vu Sales (Du tru tour)

Hi

nh anh minh hoa

ﬁez

blindgs hy)

Y

bund or type unknown

%

bund or type unknown

éez

pund or type unknown

Hi

nh anh minh hoa

Y

bund or type unknown

ﬁez

bund or type unknown

bund or type unknown

ﬁe{

Hi

nh anh minh hoa

ﬁe%

pbund or type unknown

M6 ta

omtype unkriown

La ngay Khach bat dau di chuyén va
két thuc djch vu.

La tén don hang

Chon gdi djch vu

Lua chon Hudng Dan Vién di tour

Mo ta

- Péi véi Khach hang da cé trong
kho Data: G& tén hoac So dién thoai
cua khach dé hé théng tu dé xuat
thoéng tin cé san.

- Péi véi Khach hang méi chua cé
trong kho Data khach hang : An
vao nut d€ ma 1én Popup “ Tao mai
khach hang”. Luc nay data khach mdi
sé dugc tu dong luu vao Kho Data
khach hang dé stir dung cho sau nay

Dai v6i cac don hang can 1 Nhan vién
Diéu hanh dich vu két hgp cling Sales
xU ly thi chon vao 6 Nhan vién diéu
hanh dé€ gan phi€u cho nhan vién
dugc chon cuing nhin thay don hang

Hé thong cho dinh kém nhiéu hé sag,
file thong tin khach hang cung 1 Itc
dé€ luu trir thong tin khach hang

M6 ta

Cac dich vu duogc lua chon trong Tab
Dich vu Sale chi mang tinh chat du
ki€n va khéng duoc tinh vao

Doanh thu/Chi phi ciia Pon hang
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Truong thong tin

Dich vu diéu hanh

1.3,1. Cac budc chon dich vu:

Hinh anh minh hoa

age no

pbund or type unknown

age no

bund or type unknown

Budc 1: Click chudt vao

M6 ta

Cac dich vu duogc lua chon trong Tab
Dich vu Piéu hanh la céc dich vu
chinh thic duoc tinh vao Doanh
thu/Chi phi cia Pon hang

dé ma ra bang lua chon dich vu s&r dung cho Tour dé. Sau khi

click vao sé hién thi ra mot Bang lua chon dich vu:

age noyfpund or type unknown

Budc 2: Chon r@%mp%mmma cung cap dé hién thi ra danh sach cac nha cung cép

dich vu chi tiét

Budc 3: Click vao ting dich vu con dé Iua chon kéo tha vao bang Dich vu. Nén dich vu dugc chon

sé hién thi nén mau xanh
age noyfpund or type unknown

age no

Budc 4: Click

pbund or type unknown

dé thém dich vu

1.3.2. Thém nhanh nha cung cap + Dich vu tai man chon dich vu

Truong thong tin

Tao nhanh Nha cung cép

Thém nhanh Dich vu cta Nha cung
cap dang chon

1.4. Diéu khoan va luu y:

Hinh anh minh hoa

age nog

bund or type unknown

age no

bund or type unknown

M6 ta

Click vao nit Tao nha cung cap dé
tao nhanh 1 nha cung cap chua cé
trong Danh sach nha cung cép cua
Doanh nghiép

Khi chon nha cung cép dich vu bi
thi€u cé thé &n vao dau cong dé thém
nhanh dich vu chi tiét cta Nha cung
cap do

V@i tig don hang sé cé cac diéu khodn va luu y khac nhau cho khach hang. Chinh vi vay khi tao
don thué can cac Diéu khoan va Luu y thong bao téi cho khach hang ngay trén phi€u SmartLink
Béo gid thi Sales + Piéu hanh dich vu c6 thé thém nhanh tai 6 Piéu khodn va luu ngay bén

dudi phan théng tin khach hang.
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Click chu6t vao tab Diéu khoan & Luu y -> Click vao

age noffpund or type unknown

dich vu gui cho khach nhu sau

age no

e Tai day chon VN

Viéet

age no

e Chon EN

2. Quan ly danh sach Tour

age nogfpund or type unknown

bund or type unknown

2.1. B loc théng tin man quan ly danh sach

Truong thong tin

Tim kiém

Ngay khdi hanh

Ngay két thuc

Tinh trang

Ngay tao

CTv

Hi

pbund or type unknown

nh anh minh hoa

Y

bund or type unknown

Y

bund or type unknown

ﬁez

bund or type unknown

Y

bund or type unknown

%

bund or type unknown

bund or type unknown

ﬁez

dé mad ra bang dién thong tin:

=> Khi dién day du thong tin & bang nay ndi dung sé show ra bang SmartLink Xac nhan

-> khi dién thong tin File Xac nhan dich vu sé hién thj Tiéng

-> khi dién thong tin File Xac nhan dich vu sé hién thj Tiéng Anh

Mo ta

GO: Ma don hang, Tén tour, SDT
khach hang,...-> Enter thi hé thong sé
tim theo két qud mong muén

Loc toan bd céc Tour cé ngay khai
hanh theo lua chon mong muén

Loc toan bd cac Tour cé ngay két thic
theo lya chon mong muén

Loc theo trang thai Tour : Sap chay,
Pang chay, Chua quyét toan, Da
quyét todn Hoan thanh, Hay, Huy
khong di

Loc theo Nguoi tao ra don hang dé. Vi
du muén xem Nhan vién Nguyén Van
A tao ra nhirng don hang nao

Pién tén Cong tac vién (CTV) dé€ tim
kiém CoOng tac vién (CTV la ngudi
dugc gan vao data Khach hang)
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Truong thong tin

Trang thai hoa héng

Loai hinh

Nguoi tao

Chi nhanh

Nhém

Trang thai hoa don

Ngay thanh toan

TT thanh toan

Chon phong ban

NCC

NVDH/ Duyét

Nguon khach hang

2.2. Export don hang

Hinh anh minh hoa

age no

pbund or type unknown

age no

bund or type unknown

age ng

bund or type unknown

age no

bund or type unknown

age no

bund or type unknown

age ng

bund or type unknown

age no

bund or type unknown

age no

bund or type unknown

age no

pbund or type unknown

age ng

bund or type unknown

age no

bund or type unknown

age no

>4 D DD D D D <

pbund or type unknown

M6 ta

Loc theo cédc don hang da dugc “ Chét
hoa hong” cho Sales

Loc theo loai hinh tour. VD: Néi dia.
Inbound, Outbound,...

Loc theo Nguoi tao ra don hang dé.
Vi du: muén xem Nhan vién Nguyén
Van A tao ra nhitng don hang na

Lua chon don hang theo Chi nhanh
khu vuc lam viéc. Vi du : Mudn xem
cac don hang cho chi nhanh Ha Noi
taora

Loc don hang theo nhém

Loc cac don hang da dugc note Xuat
héa don

Loc cac don hang theo théng tin “
ngay thanh todn” mong muén

Loc cac don theo trang thai thanh
toan: Con ng, Da thu hét, Con phai
chi, Da chi hét

Loc cac don theo phong ban da setup
trén hé théng

Loc theo nha cung cap trong don
hang

Loc dan hang theo tén NVDH/ Duyét
dugc gan vao don

Loc don hang c6 khach hang thudc
Nguén khach hang chon
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Click vao nut dé tai xudng File Excel toan bd théng tin don hang ban mong muén. NGt
export c6 thé két hgp cung bd loc theo ban mong muén lya chon & trén

2.3. Hién thi dang xem

STT Hinh anh minh hoa M6 ta

1 age nogfpund or type unknown - Xem dang Calendar lich khéi hanh
- Véi dang xem Calendar ban cé thé
xem dugc lich khéi hanh cua
Tour/Tuyén dugc sap xép theo ting
ngay va xem téng quan trong 1

thang: age noifpund or type

+ Click vao icon dé xem

lich cGia cac thang trudc hoac thang

tiép theo age noffpund or type
+ Click vao tén dé xem
chi tiét Tour
2 age noyfpund or type unknown Xem don hang dang list
2.4. Huéng dan cai dat ch
age nojfpund or type unknown
e Click vao Icon dé vao bang cai dat chung cho danh muc Dich vu lé

e Muc cai dat chung nay la m kel sothéng.tin ty dong cho timg danh muc san

pham, loai hinh sdn pham:

Truong théng tin Hinh anh minh hoa M6 ta

Cau tric ma age no¥fpund or type unknown S dung céc tir khéa {keyword} dé
viét ma tu sinh theo form dinh san.
VD: BK_{DD_MM_YYYY} => M3:
BK_8_6_2023

Piéu khoan & Luu y age noffpund or type unknown Noi dung duoc tao ¢ khu vuc Diéu
khoan & Luu y nay sé dugc bat tu
dong cho toan bd tat ca cac Tour duoc
tao ra ¢ phan Tao mgi

e Sau khi cai dat xong click Luu cau hinh dé€ set cai dat
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#3. Sira/ Xoa DE sra/ X0d cac truong théng tin clia don hang, thuc hién theo cac budc sau:

...
T an-he
W

don- hapg &lisk,vao tén Ma hé théng -> hién thi popup xem chi tiét

don hang: Budc 2: Click n(t Stra dé thuc hién stra Booking (hodc Xoa dé thuc

hién xoa Booking)
Luu y:

e Churc nang Stra/ Xoé dugc set theo phan quyén

o D& x04 dugc Booking thi dan dé phai: khéng c6 phat sinh phiéu thu/ chi

e D6i v3i booking -> phai thuc hién duyét booking thi sé liéu mdi dugc cap nhat trong céac
bdo cdo tai Module Bao céo hé théng

age nojfpund ¢

Budc 3: Sau khi thyuc hién sra xong don hang -> Click Cap nhat dé€ luu lai chinh sta:

3. Céc nut chirc nang man xem chi tiét dich vu 1é

age nofpund or type ul

Man xem chi tiét don hang: Tai man list don hang Click vao tén Ma hé théng :

Truong théng tin Hinh anh minh hoa M6 ta

Xac nhan dich vu age nogfpund or type unknown Phi€u xac nhan dich vu sé dugc gui
cho Khach hang dé ky xac nhan céac
Dich vu trong tour, cé 2 ngén ng(t
chon:
+ Tiéng Anh
+ Tiéng Viét

Hgp déng dich vu age nogfpund or type unknown - Hop déng dich vu sé dugc gui cho
Khach hang dé€ xac nhan lai cac diéu
khodn trong tour khach dat

age noytplindge ty omtrype unkriown
Yéu cau hoa don - Yéu cau hoa don tao sé dugc ghi
>< nhan & muc Hoé don ké toén va chd

K& todn duyét

- Khi xuat yéu cau hoa don -> nut sé
chuyén sang mau xanh

Tao phiéu Dé nghi thanh toan (BNTT) Yaund or type unknown Tao phiéu BNTT gui cho Khach hang
GUi email don hang age no¥fpund or type unknown GUi email théng tin don hang cho
Khéch Hang
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Truong théng tin Hinh anh minh hoa M6 ta

Tao lich nhac age nogfpund or type unknown - Tao lich nhac hen VD: Nhac hen dén
han thanh toan,...
- Khi dén thoi gian nhac lich da set ->

Hé thong sé théng bao vé mail nguai
tao/ phu trach lich nhac nay (diéu
kién: tai khodn phai bat thong bdo
nhan email )

Export phi€u diéu hanh dich vu age nogfpund or type unknown Export File excel phan chi cac dich vu
cla don hang

Export Chiét tinh tour ﬁe{aund or type unknown

Xuét phiéu chi age nofpund or type unknown Xuét phi€u ma don vi chi cho don
hang
-> cac phiéu dugc tao sé dugc gan ma

tour vao phiéu va sé hién thi & Phiéu
chi (trong module K& toan)

Xuat phiéu thu age nogfpund or type unknown Xuat phiéu thu cta khach hang
-> cac phiéu dugc tao sé dugc gan ma
tour vao phiéu va sé hién thj & Phi€u

thu (trong module K& toan)

GUi email NCC age nogfpund or type unknown GUi théng tin dich vu dat (phan chi)
cho don vi NCC

V4

ac chuc nang trén co thé thuc
ién thao tac nhanh khi click

Rage nofpund or type unknown Rage nojfpund or type unknown

0 man list don hang:

4. Thong tin Gui khach
hang, Ké Toan.

= 0O
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4.1. Gui Phiéu Xac Nhén Dich Vu
(XNDV), Hop dong.

Budc 2: Chon

Budc 1: Chon Ma

age noyfpund or type unknown

hé théng cla tour ma minh muén gui thong tin.

age nojfpund or type unknown

tuy loai khach.

Budc 4: Hudng dan vao 6 Ky xac nhan

age no

4.2. Xudt Héa don, Xuat phiéu thu

4.2.1. Xuat hda don.

chon vao

age no

pund or type unknown

ké toan yéu cau

4.2.1. Xuat hda don. 4.2.2. Xuat

Budc 1: Click vao

dé nhap théng tin.

Nhéap tat ca thong tin cda khach hang vao

iduthu

age noyfpund or type unkno

sau dé an vao

Budc 2: Nhap day du thong tin can thiét
Budc 3: Click [Luu]

Sau khi click

age no

bund or type unknown

hé thong sé hién thi man dudi

Tén phiéu thu

Ma phiéu thu

Truong thoéng tin

Budc 3: Coppy duong link hoac tai file PDF hoac file Wourd dé gui cho khach

bund or type unknown

age no

age no

dé gui cho khach hang, chon ngén ngir tiéng viét hoac tiéng anh

age noyfpund or type

dé huéng dan khach ky hop déng online.

bund or type u mojTfpund or type unknown

sau dé an dé& gui cho phong

bund or type unknown

dé xuat phiéu thu khi khach déng tién.

age no

bund or type unknown

Mo ta

Bat theo tén tour, ngudi dung cé thé déi tén phiéu nay.

Bat theo cau hinh "Ma tour_No.1".
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Truong thong tin

Ngay thanh toan

Phuong thic thanh todn
Loai phi€u thu

Nhan vién duyét

Ngudi theo doi

Thoéng tin nguoi dong tién

T6éng tién

ba thu
S6 tién thu
S6 tién con lai

5. Chirc nang khac

5.1. Pé Nghi Thanh Toan.

B1: Click [Tao DNTT]

B2: Click [Tao phi€u] Sau khi click [Tao phi€u] hé thong hién thi man hinh nhu anh dudi

Truong thong tin
Tén phiéu
Tén khach hang
Nguoi dé nghi
Ngay dé nghi
Ma tour
Tén booking, tén tour
So6 tién
Phuong thic thanh toan

N6i dung thanh todn

5.2. Gui Mail cho khach.

Mo ta

Bat theo ngay tao phiéu, ngudi dung cé thé chon ngay
thanh toan.

Bat budc chon.

Bat budc chon.

Bat budc chon.

Khong bat budc.

Hé thong sé fill tir théng tin khach hang dat tour.

= (S0 lugng NL * gid NL + phu thu - gidm gid) + (S6 lugng
tré em * gid tré em + phu thu - giam gid) + (S6 lugng tré
nho * gid tré nho + phu thu - giam gia).

= Téng tién phi€u thu dugc duyét.
Nguoi dung nhap soé tién can thu cta khach.

= Téng tién - D3 thu - S6 tién thu.

Bat theo tén tour

Fill theo tén khéch hang

Fill auto tén admin

Fill auto ngay tao dé nghi

Fill ma tour

Fill theo lich trinh

Ngusi dung nhap so tién dé nghi thanh toan
Hé thong fill mac dinh 1a phuong thic uu tién

Fill theo tén phiéu

age noyirpunc
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e Chon vao nut >< sau d6 phan mém sé tu sinh ra 1 mau mail dé€ gui khach, C6 thé

age noffpund or type unknown

stra lai cho phu hgp véi cong ty dé gui khach.

5.2.2. bat dich vu clia nha gung-cap
age nojfpund or type unknown

Budc 1: chon vao dé md ma tour.

age noyfpund or type unknown

Budc 2: kéo xudng phé chi dé€ kiém tra théng tin nha cung cap
age noyfpund or type unknown

Budc 3: click chon gui mail dé dat dich vu nha cung cap.

age nogfpund or t

Budc 4: Hen nhac lich cho ké toan thanh todn cho nha cung cdp néu cho. Chon

5.2.3. Xuat phiéu chi.

(https://docs.mistudio.asia/uploads/images/gallery/2024-12/scaled-1680-/image-
1734576123022.png)](https://docs.mistudio.asia/uploads/images/gallery/2024-12/image-
1734576123022.png)

B1: Chon 1 tour can xuat phiéu chi

age noffpund or type unknown

B2: Click [Chirc nang]

age noyfpund or type unknown

B3: Click [Xuat phiéu chi]

age noyfpund or type unknown age noyfpund or type unkn
Sau khi click [Xuat phiéu chi] hé thong sé di chuyén dén man hinh:
Truong thong tin M6 ta
Tén phiéu chi Fill tlr tén tour, ngudi dung cé thé sia.
Ma phiéu chi Fill theo "Ma tour_gio, phut, giay_No.1, ...".
Ngay thanh toan Bat theo ngay tao phiéu, ngudi dung cé thé chon ngay
thanh toan.

Phuong thiric thanh toan Bat budc chon.
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Truong théng tin M6 ta

Loai phi€u thu Bat budc chon.
Nhéan vién duyét Bat budc chon.
Ngudi theo doi Khéng bat budc.
Thoéng tin nguoi nhan tién Hé thong sé fill tir théng tin NCC.
Téng tién = Téng chi cta NCC.
Da chi = T6ng tién phiéu chi dugc duyét.
S tién chi Nguoi dung nhap sé tién can chi cho khach.
S6 tién con lai = T6ng tién - Da chi - S6 tién chi.
5.3. Tao lich pha

age noyfpund or type unknown

e Chon

age noyfpund or type unknown

e Nhap thong tin muén nhac han thanh toan

e sau dé an luu dé€ hé thong tu ban théng bdo qua mail.

5.4. Phiéu khao sat tu déng

age noffpund or type unknown

B1: Chon 1 tour gui cho khach hang dénh gia

age noyfpund or type unknown

B2: Click [Chirc nang]

age nof#fpund or type unknown

B3: Click [Phi€u khao séat ty dong]

age noffpund or type unknown

Sau khi click [Phi€u khao sat tu dong] hé théng sé di chuyén dén Phiéu khao sat ty dong.

O Phiéu khao sat tu dong nay ngudi dung cé thé gui cho khach dé khach cé thé dénh gid tour theo
nhiéu tiéu chi.

6. Danh sach thanh Vién
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e Click vao ma hé théng ==> s(ra
age noffpund or type unknown

e chon

age noffpund or type unknown

e Thém théng tin khach thi céng hoac bang file sau dé an luu.

luu y: Néu khong cé nut stra thi sale khéng cé quyén sura, lién hé quan ly dé dugc mé quyén.
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VISA

Visa: la loai hinh san pham ban visa téi khach hang

Truy cap: Menu - Visa

1. Thém méi

An “Tao Tour”

age no

bund or type unknown

dé ma bang tao théng tin 1 Tour mai:

Cac trudng théng tin nhap nhu sau :

1.1. Théng tin tour:

Truong thong tin

Mé& yéu cau

S6 ho chiéu

Tinh trang

Nhém/ Thi trudng

Ngay tra két qua

Ngay dan

Hinh anh minh hoa

éezaund or type unknown
ﬁezound or type unknown

éezaund or type unknown
Y:}und or type unknown

Yaund or type unknown
%aund or type unknown

ﬁezound or type unknown

age noffpund or type unknown

Mo ta

Hé thong tu dong tao Ma theo cau
trdc dugc dat san ctia doanh nghiép

Dién thoéng tin s6 ho chiéu cha khach
hang. Nén la nguodi trudng doan hodc
nguodi dau méi lién hé

Hé théng ty random ma gilr ché cho
khach

Chon trang thdi don hang

Lua chon thj truong da dugc cai dat
san dé phan loai, théng ké

La ngay tra két qud cho khach hang
c6 thé chon theo hé théng hoac dién
tu do

La ngay dan Visa
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Truong thong tin

Ngay n6p - Ngay tra

Tén don

Goi bV

1.2. Thong tin Khach Hang:
Truong thong tin

Tim khach hang

Nhéan vién diéu hanh

File “ Chon tép”

1.3. Piéu hanh dich vu:
Truong thong tin

Dich vu Sales (Du tru tour)

Dich vu diéu hanh

1.3,1. Cac budc chon dich vu:

Hi

nh anh minh hoa

ﬁez

blindgs hy)

Y

bund or type unknown

bund or type unknown

g{

Hi

nh anh minh hoa

ﬁez

bund or type unknown

%

bund or type unknown

bund or type unknown

ﬁez

Hi

nh anh minh hoa

ﬁez

bund or type unknown

bund or type unknown

ﬁe{

M6 ta

omtype unkriown

La ngay Khach ndp ho so va tra két
qua cho khach

Tén don hang ma khach hang dat

Chon gdi djch vu

M6 ta

- Pdi v6i Khach hang da cé trong
kho Data: Go tén hoac S6 dién thoai
cla khach dé hé théng tu dé xuat
thoéng tin cé san.

- Poi v6i Khach hang méi chua cé
trong kho Data khach hang : An
vao nut dé ma 1én Popup “ Tao mdi
khach hang”. LUc nay data khach méi
sé dugc tu dong luu vao Kho Data
khach hang dé€ sir dung cho sau nay

D6i vGi cac don hang can 1 Nhan vién
Piéu hanh dich vu két hgp clng Sales
xU ly thi chon vao 6 Nhan vién diéu
hanh dé€ gan phiéu cho nhan vién
dugc chon cuing nhin thay don hang

Hé thong cho dinh kém nhiéu hé sg,
file théng tin khach hang cung 1 luc
dé luu trir théng tin khach hang

Mo ta

Céac dich vu dugc lua chon trong Tab
Dich vu Sale chi mang tinh chat du
kién va khéng duoc tinh vao

Doanh thu/Chi phi cia Pon hang

Céac dich vu dugc lua chon trong Tab
Dich vu Diéu hanh la cac dich vu
chinh thic duoc tinh vao Doanh
thu/Chi phi cia Pon hang
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Budc 1: Click chudt vao dé ma ra bang Iua chon dich vu s dung cho Tour dé. Sau khi

click vao sé hién thi ra mot Bang lua chon dich vu:

age noyfpund or type unknown

Budc 2: Chon mig;trmpa, cacleaihinh Mha cung cép dé hién thj ra danh sach cac nha cung cép

dich vu chi tiét

Budc 3: Click vao tiung dich vu con dé Iuya chon kéo tha vao bang Dich vu. Nén dich vu dugc chon

sé hién thi nén mau xanh
age noyfpund or type unknown

age noyfpund or type unknown

Budc 4: Click dé thém dich vu

1.3.2. Thém nhanh nha cung cap + Dich vu tai man chon dich vu

Truong théng tin Hinh anh minh hoa M6 ta

Tao nhanh Nha cung cédp age no¥fpund or type unknown Click vao nit Tao nha cung cap dé
tao nhanh 1 nha cung cap chua cé
trong Danh sach nha cung cép cua
Doanh nghiép

Thém nhanh Dich vu cia Nha cung age nogfpund or type unknown Khi chon nha cung cép dich vu bi

cdp dang chon thi€u cé thé &n vao dau cong dé thém
nhanh dich vu chi tiét cda Nha cung
cap dé

1.4. Piéu khoan va luu y:

V@i ting don hang sé cé cac diéu khoan va luu y khac nhau cho khach hang. Chinh vi vay khi tao
don thué can cac Diéu khodn va Luu y thong bdo téi cho khach hang ngay trén phi€u SmartLink
Bdo gia thi Sales + Piéu hanh dich vu c6 thé thém nhanh tai 6 Piéu khoan va luu ngay bén
dudi phan théng tin khach hang.

age nojfpund or type unknown

Click chu6t vao tab Diéu khoan & Luu y -> Click vao dé ma ra bang dién thong tin:
age nojfpund or type unknown

=> Khi dién day da thong tin é bang nay ndi dung sé show ra bang SmartLink Xac nhan
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dich vu gui cho khach nhu sau

age no

pbund or type unknown

e Tai day chon VN

Viéet

age no

e Chon EN

2. Quan ly danh sach Tour

age nogfpund or type unknown

-> khi dién thong tin File Xac nhan dich vu sé hién thj Tiéng

bund or type unknown

2.1. B loc théng tin man quan ly danh sach

Truong thong tin

Tim kiém

Ngay nép

Tinh trang

Ngay tao phiéu

CTv

Trang thai hoa héng

Ngudi tao

Chi nhanh

Hi

nh anh minh hoa

age ng

bund or type unknown

age no,

bund or type unknown

age no

bund or type unknown

age nog

bund or type unknown

age no,

bund or type unknown

age no

bund or type unknown

age no

bund or type unknown

age ng

bund or type unknown

>3 DD D D DD

-> khi dién thong tin File Xac nhan dich vu sé hién thj Tiéng Anh

Mo ta

GO: Ma don hang, Tén tour, SDT
khach hang,...-> Enter thi hé thong sé
tim theo két qud mong muén

Loc toan bd cac Tour c6 ndp theo lua
chon mong muén

Loc theo trang thai Tour : Sap chay,
Pang chay, Chua quyét toan, Da
quyét toan Hoan thanh, Huy, Huy
khong di

Loc theo Ngu¢i tao ra don hang dé. Vi
du muén xem Nhan vién Nguyén Van
A tao ra nhitng don hang nao

Dién tén Cong tac vién (CTV) dé tim
kiém Cong téc vién (CTV la ngudi
dugc gan vao data Khach hang)

Loc theo cac don hang da dugc “ Chot
hoa hong” cho Sales

Loc theo Ngudi tao ra don hang dé.
Vi du: muén xem Nhan vién Nguyén
Van A tao ra nhiing don hang na

Lua chon don hang theo Chi nhanh ,
khu vuc lam viéc. Vi du : Muén xem
cac don hang cho chi nhanh Ha Noi
taora
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Truong thong tin Hi

Nhém

Trang thai hod don

Ngay thanh todn

TT thanh todn

Chon phong ban

NCC

NVDH/ Duyét

Nguon khach hang

2.2. Export don ha,
age no

Click vao nut

nh anh minh hoa

age no

pbund or type unknown

age no

bund or type unknown

age ng

bund or type unknown

age no

bund or type unknown

age no

bund or type unknown

age no

pbund or type unknown

age nog

bund or type unknown

age no

>4 D 1 D D D

bund or type unknown

bund or type unknown

M6 ta

Loc don hang theo nhém

Loc cac don hang da dugc note Xuat
héa don

Loc céac don hang theo thong tin “
ngay thanh todn” mong muén

Loc cac don theo trang thai thanh
toan: Con ng, Da thu hét, Con phai
chi, D& chi hét

Loc cac don theo phong ban da setup
trén hé théng

Loc theo nha cung cap trong don
hang

Loc don hang theo tén NVDH/ Duyét
dugc gan vao don

Loc dan hang cé khach hang thudc
Nguén khach hang chon

dé tai xudng File Excel toan bd théng tin don hang ban mong muén. NGt

export c6 thé két hgp cung bd loc theo ban mong muén lya chon & trén

2.3. Hién thi dang xem

STT

Hi

nh anh minh hoa
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1 age no

bund or type unknown

2 age no

pbund or type unknown

2.4. Huéng dan cai dat ch

age noyfpund or type unknown

- Xem dang Calendar lich khéi hanh
- V6i dang xem Calendar ban cé thé
xem dugc lich khéi hanh cua
Tour/Tuyén dugc sap xép theo ting
ngay va xem téng quan trong 1

thang: age noytpund or type

+ Click vao icon dé xem

lich clia cac thang trudc hoac thang

tiép theo age nofpund or type
+ Click vao tén dé xem
chi tiét Tour

Xem don hang dang list

e Click vao Icon dé vao bang cai dat chung cho danh muc Dich vu Ié

e Muc cai dat chung nay la mgeramiinhslsdthang.tin tw ddng cho tiing danh muc san

pham, loai hinh sdn pham:

bund or type unknown

bund or type unknown

Truong théng tin Hinh dnh minh hoa
Cau tric ma age no
biéu khodn & Luu y age no

e Sau khi cai dat xong click Luu cau hinh dé€ set cai dat

3. Stra/ Xoa

M6 ta

S dung céac tir khda {keyword} dé
viét ma tu sinh theo form dinh san.
VD: BK_{DD_MM_YYYY} => M4:
BK_8 6 2023

N6i dung dugc tao 6 khu vuc Diéu
khoan & Luu y nay sé dugc bat tu
dong cho toan bd tat ca cac Tour duoc
tao ra 6 phan Tao mgéi

DE slra/ X0a cac trudng thong tin cha don hang, thuc hién theo cadc budc sau:

e Budc 1: T4

A

don hang:

don- hapg &lisk,vao tén Ma hé théng -> hién thi popup xem chi tiét

Budc 2: Click nit Stra dé€ thuc hién sira Booking (hoac Xoa dé thuc
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hién xo0a Booking)
Luu y:

e Chulrc nang Stra/ Xoéa dugc set theo phan quyén

e DE x0d dugc Booking thi don dé phai: khong cé phat sinh phiéu thu/ chi

e DGi v3i booking -> phai thuc hién duyét booking thi sé liéu mdi dugc cap nhat trong cac
bdo cdo tai Module Bao céo hé théng

age nojfpund ¢

Budc 3: Sau khi thuc hién stra xong don hang -> Click Cap nhat dé luu lai chinh sua:

#######3.1. Cadc nut chirc nang man Manwxem chitiet don hang: Tai man

list don hang Click vao tén Ma hé théng :

Truong thong tin Hinh anh minh hoa Mo ta

Xéac nhan dich vu age noffpund or type unknown Phi€u xac nhan dich vu sé dugc gui
cho Khach hang dé ky xac nhan céc
Dich vu trong tour, cé 2 ngén ng(®
chon:
+ Tiéng Anh
+ Tiéng Viét

Hop déng dich vu age nogfpund or type unknown - Hop dong dich vu sé dugc gli cho
Khach hang dé€ xac nhan lai cac diéu
khodn trong tour khach dat

age noyfplimdgs hy) omtype unkriown
Yéu cau hod don - Yéu cau hoa don tao sé dugc ghi
>< nhan & muc Hod don ké toan va cho

K& todn duyét

- Khi xuét yéu cau hod don -> nlt sé
chuyén sang mau xanh

Tao phiéu D& nghi thanh toan (BNTT) YQUM or type unknown Tao phiéu BNTT gui cho Khach hang
GUi email don hang age noyfpund or type unknown GUi email théng tin don hang cho
Khach Hang

Tao lich nhac age noFfpund or type unknown - Tao lich nhac hen VD: Nhac hen dén
han thanh toén,...
- Khi dén thoi gian nhac lich da set ->

Hé thong sé théng bao vé mail nguai
tao/ phu trach lich nhac nay (diéu
kién: tai khodn phai bat thong béo
nhan email )
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Truong théng tin Hinh anh minh hoa M6 ta

Export phi€u diéu hanh dich vu age nogfpund or type unknown Export File excel phan chi cac dich vu
cla don hang

Export Chiét tinh tour Yaund or type unknown

Xuét phiéu chi age noyfpund or type unknown Xuét phi€u ma don vi chi cho don
hang
-> cac phiéu dugc tao sé dugc gan ma

tour vao phi€u va sé hién thi & Phiéu
chi (trong module K& toan)

Xuét phiéu thu age noFfpund or type unknown Xuat phiéu thu cta khach hang
-> cac phiéu dugc tao sé dugc gan ma
tour vao phiéu va sé hién thj & Phi€u

thu (trong module K& toén)

GUi email NCC age nogfpund or type unknown GUi théng tin dich vu dat (phan chi)
cho don vi NCC

age noffpund or type unknown

Cac churc nang trén cé thé thuc hién thao tac nhanh khi click & man list don hang:

age noffpund or type unknown

4. Théng tin Gui khach hang, Ké Toan.

4.1. Gdi Phiéu Xac Nhén Djch Vu (XNDV), Hop dgne
age nojfpund or type unknown

Budc 1: Chon Ma hé théng cla tour ma minh muén gui thong tin.
age noyfpund or type unknown

Buéc 2: Chon dé gui cho khach hang, chon ngén ngir tiéng viét hoac tiéng anh

tuy loai khach. age noFtbund or type

Budc 3: Coppy duong link hoac tai file PDF_hoac file Wourd dé gui cho khéch

age noffpund or type unknown

Budc 4: Hudng dan vao 6 Ky xac nhan dé huéng dan khach ky hop déng online.

4.2. Xudt Héa don, Xuat phiéu thu

4.2.1. Xuat hda don.
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e chon vao

e Nhap tat ca théng tin cla khach hang vao

ké toadn yéu cau

4.2.2. Xuét phiéu thu.

e Budc 1: Click vao

dé nhap théng tin.

age noyfpund or type unkno

sau dé an vao

e Budc 2: Nhap day du thong tin can thiét
e Budc 3: Click [Luu]

age no

Sau khi click

bund or type unknown

Truong thong tin

Tén phiéu thu
Mé& phiéu thu

Ngay thanh todn

Phuong thic thanh todn
Loai phi€u thu

Nhan vién duyét

Ngudi theo doi

Thong tin ngudi déng tién

Téng tién

ba thu
S tién thu
S6 tién con lai

5. Chirc nang khac

5.1. bé Nghi Thanh Toén.

B1: Click [Tao DNTT]

hé théng sé hién thi man dudi

age noyfpund or type u mojfpund or type unknown
sau do an dé gui cho phong
age nojfpund or type unknown

dé xuat phiéu thu khi khach déng tién.

age nojfpund or type unknown

Mo ta
Bat theo tén tour, ngudi dung cé thé déi tén phi€u nay.
Bat theo cau hinh "Ma tour_No.1".

Bat theo ngay tao phi€u, ngudi dung cé thé chon ngay
thanh toan.

Bat budc chon.

Bat budc chon.

Bat budc chon.

Khéng bat budc.

Hé théng sé fill tir thong tin khach hang dat tour.

= (S0 lugng NL * gid NL + phu thu - gidm gid) + (S6 lugng
tré em * gia tré em + phu thu - giam gid) + (S6 lugng tré
nho * gid tré nhd + phu thu - gidm gid).

= Téng tién phi€u thu dugc duyét.

Nguoi dung nhap sé tién can thu cta khéach.

= Téng tién - Pa thu - SO tién thu.
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B2: Click [Tao phi€u] Sau khi click [Tao phi€u] hé thong hién thi man hinh nhu anh duéi

Truong théng tin M6 ta
Tén phiéu Bat theo tén tour
Tén khach hang Fill theo tén khach hang
Nguoi dé nghi Fill auto tén admin
Ngay dé nghi Fill auto ngay tao dé nghi
Ma tour Fill ma tour
Tén booking, tén tour Fill theo lich trinh
So6 tién Nguoi dung nhap soé tién dé nghi thanh toan
Phuong thic thanh todn Hé thong fill mac dinh 1a phuong thic uu tién
NOi dung thanh toan Fill theo tén phiéu

5.2. Gui Mail cho khach.

age noffpund or type unknown

e Chon vao nut sau d6 phan mém sé tu sinh ra 1 mau mail d€ gui khach, C6 thé
age noffpund or type unknown

stra lai cho phu hgp véi cong ty dé gui khach.

5.2.2. bat dich vu clia nha gung-cap
age noyfpund or type unknown

Budc 1: chon vao dé md ma tour.

age noyfpund or type unknown

Budc 2: kéo xudng phé chi dé€ kiém tra théng tin nha cung cap
age noyfpund or type unknown

Budc 3: click chon gui mail dé dat dich vu nha cung cap.

age nogfpund or t

Budc 4: Hen nhac lich cho ké& toan thanh todn cho nha cung cdp néu cho. Chon

5.2.3. Xuat phiéu chi.

(https://docs.mistudio.asia/uploads/images/gallery/2024-12/scaled-1680-/image-
1734576123022.png)](https://docs.mistudio.asia/uploads/images/gallery/2024-12/image-
1734576123022.png)

B1: Chon 1 tour can xuét phiéu chi
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B2: Click [Chirc nang]

B3: Click [Xuat phiéu chi]

ﬁez
Sau khi click [Xuat phiéu chi]

%ound

or type unknown

pund or type unknown

hé thong sé di chuyén dén man hinh:

age ng

bund or type unkn

Truong thong tin

Tén phiéu chi
Mé phiéu chi

Ngay thanh todn

Phuong thic thanh todn
Loai phi€u thu

Nhan vién duyét

Ngudi theo doi

Thong tin ngudi nhan tién
Téng tién

ba chi

S6 tién chi

S6 tién con lai

5.3. Tao lich pha

age noffpund or type unknown

e Chon

e Nhap thong tin muén nhac han thanh toan

Mo ta

Fill tir tén tour, ngudi dung cé thé sia.

Fill theo "Ma tour_gio, phut, giay_No.1, ...".

Bat theo ngay tao phi€u, ngudi dung cé thé chon ngay

thanh toan.

Bat budc chon.

Bat budc chon.

Bat budc chon.

Khéng bat budc.

Hé théng sé fill tir thong tin NCC.
= Téng chi cta NCC.

= T6ng tién phiéu chi dugc duyét.

Nguoi dung nhap sé tién can chi cho khéach.

= Téng tién - P& chi - S6 tién chi.

age nof#fpund or type unknown

e sau dé an luu dé€ hé thong tu ban théng bdo qua mail.

5.4. Phiéu khdo sat tu déng

age noffpund or type unknown

B1: Chon 1 tour gui cho khach hang dénh gia
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B2: Click [Chirc nang] M

B3: Click [Phiéu khdo sat tu dong]

age noyfpund or type unknown

age nojfpund or type unknown

Sau khi click [Phiéu khao sat tu dong] hé théng sé di chuyén dén Phi€u khao sat tu dong.

O Phiéu khado sat tu ddng nay ngudi dung cé thé gli cho khach dé khach cé thé danh gid tour theo
nhiéu tiéu chi.

6. Danh sach thanh Vién

age noffpund or type unknown

e Click vao ma hé thong ==> sta
age noffpund or type unknown

e chon

age noffpund or type unknown

e Thém thong tin khach thi cong hoac bang file sau d6 an luu.

luu y: Néu khong cé nut stra thi sale khéng cé quyén sura, lién hé quan ly dé dugc mé quyén.
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BOOKING PHONG

Booking phong : la loai hinh sdn phdm béan cac dich vu Ié ( Phong) cho khach hang I6. DB6i véi cac

san phdm nay thi doanh nghiép nén quan ly tai muc Booking phong

Truy cap: Menu - Quan ly Booking -» Booking Phong

1. Thém mdéi

age nogfpund or type unknown

Truy cap: Menu - Pon hang -» LandTour/Combo

age no

pund or type unknown

age no

pbund or type unknown

An Tao méi

dé md bang tao thong tin 1 Tour mai:

Cac truong théng tin nhap nhu sau :

- Luu y: Cac truong danh (*) la cac truong bat budc

1.1. Théng tin Booking:

Truong thong tin Hinh anh minh hoa

Mé& hé théng

Ma tour

Nhoém/ Thi trudng

Ngay dat Tour

Ngay thanh todn

Yaund or type unknown

%aund or type unknown
ﬁe{aund or type unknown
Yaund or type unknown
ﬁe{aund or type unknown

Mo ta

- Néu khéng nhéap dir liéu -> Hé théng
tu tao ma

- Néu nhap Ma hé théng -> Hé thong
luu gid tri nhap

Khi khach san trd ma code cé thé cap
nhat ma code phong cho booking tai 6
nhap Ma Tour

Lua chon thj truong da duogc cai dat
san dé phan loai, théng ké

La ngay khach dat tour d€ theo doi
thoi gian dat

La Ngay du kié€n khach sé thanh toan
cho don hang d& nam dugc lich du
kién cla khach hang
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Truong thong tin

Ngay di - Ngay vé

Tour Guide

1.2. Théng tin Khach hang:
Truong thong tin

Thémg tin khach hang

Nhan vién diéu hanh

File “ Chon tép”

Chon “ Nguei duyét”

File “ Chon tép”

1.3. Piéu hanh dich vu :
Truong thong tin

Dich vu Sales (Du tru tour)

Hi

nh anh minh hoa

ﬁez

blindgs hy)

Y

bund or type unknown

Hi

nh anh minh hoa

%

bund or type unknown

éez

bund or type unknown

g{

bund or type unknown

éez

bund or type unknown

bund or type unknown

ﬁe{

Hi

nh anh minh hoa

ﬁe%

pbund or type unknown

M6 ta

omtype unkriown

La ngay Khach bat dau di chuyén va
két thuc djch vu.

Lua chon Hudng Dan Vién di tour

M6 ta

- Péi véi Khach hang da cé trong
kho Data: GO tén hoac So dién thoai
cla khach dé hé thong tu dé xuat
thoéng tin cé san.

- Péi véi Khach hang méi chua cé
trong kho Data khach hang : An
vao nut d€ ma 1én Popup “ Tao mdi
khach hang”. Ldc nay data khach méi
sé dugc ty dong luu vao Kho Data
khach hang dé st dung cho sau nay

Daoi véi cac don hang can 1 Nhan vién
Diéu hanh dich vu két hgp cling Sales
XU ly thi chon vao 6 Nhan vién diéu
hanh dé gén phi€u cho nhan vién
dugc chon cling nhin thay daon hang

Hé théng cho dinh kém nhiéu ho so,
file théng tin khach hang cung 1 luc
dé€ luu trit thong tin khach hang

Poi véi Booking can ngudi duyét
booking -> Chon ngudi duyét Booking

Hé thong cho dinh kém nhiéu hé sag,
file thong tin khach hang cung 1 Itc
dé€ luu trir thong tin khach hang

M6 ta

Cac dich vu duogc lua chon trong Tab
Dich vu Sale chi mang tinh chat du
ki€n va khéng duoc tinh vao

Doanh thu/Chi phi ciia Pon hang
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Truong thong tin

Dich vu diéu hanh

1.3,1. Cac budc chon dich vu:

Hinh anh minh hoa

age no

pbund or type unknown

age no

bund or type unknown

Budc 1: Click chudt vao

M6 ta

Cac dich vu duogc lua chon trong Tab
Dich vu Piéu hanh la céc dich vu
chinh thic duoc tinh vao Doanh
thu/Chi phi cia Pon hang

dé ma ra bang lua chon dich vu s&r dung cho Tour dé. Sau khi

click vao sé hién thi ra mot Bang lua chon dich vu:

age noyfpund or type unknown

Budc 2: Chon r@%mp%mmma cung cap dé hién thi ra danh sach cac nha cung cép

dich vu chi tiét

Budc 3: Click vao ting dich vu con dé Iua chon kéo tha vao bang Dich vu. Nén dich vu dugc chon

sé hién thi nén mau xanh
age noyfpund or type unknown

age no

Budc 4: Click

pbund or type unknown

dé thém dich vu

1.3.2. Thém nhanh nha cung cap + Dich vu tai man chon dich vu

Truong thong tin

Tao nhanh Nha cung cép

Thém nhanh Dich vu cta Nha cung
cap dang chon

1.4. Diéu khoan va luu y:

Hinh anh minh hoa

age nog

bund or type unknown

age no

bund or type unknown

M6 ta

Click vao nit Tao nha cung cap dé
tao nhanh 1 nha cung cap chua cé
trong Danh sach nha cung cép cua
Doanh nghiép

Khi chon nha cung cép dich vu bi
thi€u cé thé &n vao dau cong dé thém
nhanh dich vu chi tiét cta Nha cung
cap do

V@i tig don hang sé cé cac diéu khodn va luu y khac nhau cho khach hang. Chinh vi vay khi tao
don thué can cac Diéu khoan va Luu y thong bao téi cho khach hang ngay trén phi€u SmartLink
Béo gid thi Sales + Piéu hanh dich vu c6 thé thém nhanh tai 6 Piéu khodn va luu ngay bén

dudi phan théng tin khach hang.
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Click chu6t vao tab Diéu khoan & Luu y -> Click vao dé mad ra bang dién thong tin:
age noyfpund or type unknown

=> Khi dién day du théng tin ¢ bang nay ndi dung sé show ra bang SmartLink Xac nhan
age noffpund or type unknown

dich vu gt cho khach nhu sau

age noffpund or type unknown

e Tai day chon VN -> khi dién thong tin File Xac nhan dich vu sé hién thj Tiéng
Viét age noyfpund or type unknown
e Chon EN -> khi dién thong tin File Xac nhan dich vu sé hién thi Tiéng Anh

2. Quan ly danh sach Booking

age noffpund or type unknown

2.1. Théng sé théng ké dau trang 5o nopfbund or type unknown

e Thong s6 théng ké dau trang so liéu sé theo trang thai tour:

age noffpund or type unknown

Truong thong tin Hinh anh minh hoa Mo ta
T6ng don hang age noFfpund or type unknown T6ng s6 Booking tao trén hé théng
Quy 6m age noyfpund or type unknown Téng s6 Booking dang & trang thai
Quy 6m
Pang booking age noFfpund or type unknown Téng s6 Booking dang & trang thai
Pang Booking
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Truong théng tin Hinh anh minh hoa M6 ta

Hoan thanh

Pat phong age noFfpund or type unknown Téng s6 Booking dang & trang thai
Pbat phong
Hoan thanh yaund or type unknown Téng s6 Booking dang & trang thai

2.2. B loc théng tin man quan ly danh sach

Truong théng tin Hinh anh minh hoa M6 ta

Tim kiém age nogfpund or type unknown GO: Ma don Booking, Tén Booking,
SDT khach hang,...-> Enter thi hé
thong sé tim theo két qua mong muén

Ngay khai hanh age nogfpund or type unknown Loc toan bé cac Tour cé ngay khai
hanh theo luya chon mong muén

Ngay két thuc age nogfpund or type unknown Loc toan bd cac Tour cé ngay két thic
theo lya chon mong muén

Tinh trang age nogfpund or type unknown Loc theo trang thai Tour : Sap chay,
Pang chay, Chua quyét toan, Da
quyét toan Hoan thanh, Huy, Huy

khéng di
Ngay tao phiéu age nogfpund or type unknown Loc don hang theo thoi gian tao don
CTV age nogfpund or type unknown Dién tén Céng tac vién (CTV) dé tim

ki€m Cong tac vién (CTV la ngudi
dugc gan vao data Khach hang)

Trang thai hoa hong age nogfpund or type unknown Loc theo cac don hang da dugc “ Chét
hoa héng” cho Sales

Loai hinh age nogfpund or type unknown Loc theo loai hinh tour. VD: Néi dia.
Inbound, Outbound,...

Ngudi tao age noyfpund or type unknown Loc theo Ngudi tao ra don hang dé.
Vi du: muén xem Nhan vién Nguyén
Van A tao ra nhitng don hang na

R O R
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Truong thong tin

Chi nhanh

Nhém

Trang thai hoa don

Ngay thanh toan

TT thanh todn

Chon phong ban

NCC

NVDH/ Duyét

Nguon khach hang

2.3. Export Bookin,
age no

Click vao nut

Hinh anh minh hoa

age no

pbund or type unknown

age nog

bund or type unknown

age no

bund or type unknown

age no

pbund or type unknown

age no

bund or type unknown

age ng

bund or type unknown

age no

bund or type unknown

age no

bund or type unknown

age no

>34 41 D D D) 4

pbund or type unknown

bund or type unknown

M6 ta

Lua chon don hang theo Chi nhanh
khu vuc lam viéc. Vi du : Muén xem
cac don hang cho chi nhanh Ha Noi
taora

Loc don hang theo nhém

Loc cac don hang da dugc note Xuat
héa don

Loc céc don hang theo théng tin “
ngay thanh todn” mong muén

Loc cac don theo trang théi thanh
toan: Con ng, Da thu hét, Con phai
chi, D& chi hét

Loc céc don theo phong ban da setup
trén hé théng

Loc theo nha cung cap trong don
hang

Loc dan hang theo tén NVDH/ Duyét
dugc gan vao don

Loc don hang cé khach hang thudc
Nguén khach hang chon

dé tai xuodng File Excel toan bd théng tin don hang ban mong muén. NGt

export c6 thé két hgp cung bd loc theo ban mong muén lua chon & trén

2.4. Hién thi dang xem

STT

Hinh anh minh hoa
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1 age no

bund or type unknown

2 age no

pbund or type unknown

2.5. Huéng dan cai dat ch

age noyfpund or type unknown

- Xem dang Calendar lich khéi hanh
- V6i dang xem Calendar ban cé thé
xem dugc lich khéi hanh cua
Tour/Tuyén dugc sap xép theo ting
ngay va xem téng quan trong 1

thang: age noytpund or type

+ Click vao icon dé xem

lich clia cac thang trudc hoac thang

tiép theo age nofpund or type

+ Click vao tén dé xem

chi tiét Booking

Xem don hang dang list

e Click vao Icon dé vao bang cai dat chung cho danh muc Booking

e Muc cai dat chung nay la mgeramiinhslsdthang.tin tw ddng cho tiing danh muc san

pham, loai hinh sdn pham:

bund or type unknown

bund or type unknown

Truong théng tin Hinh dnh minh hoa
Cau tric ma age no
biéu khodn & Luu y age no

e Sau khi cai dat xong click Luu cau hinh dé€ set cai dat

3. Stra/ Xoa

M6 ta

S dung céac tir khda {keyword} dé
viét ma tu sinh theo form dinh san.
VD: BK_{DD_MM_YYYY} => M4:
BK_8 6 2023

N6i dung dugc tao 6 khu vuc Diéu
khoan & Luu y nay sé dugc bat tu
dong cho toan bd tat ca cac Tour duoc
tao ra 6 phan Tao mgéi

Dé Sura/ Xoa cac truong thong tin ctia Booking, thuc hién theo céac budc sau:
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Budc 1: Tai man list don hang Click vao tén Ma hé théng -> hién thi popup xem chi tiét

don hang:

Booking)

Luu y:

age no

bund or type unknown

Budc 2: Click nit Stira dé€ thuc hién stra Booking (hoac Xoa dé thuc hién xoa

e Chulrc nang Stra/ Xoéa dugc set theo phan quyén

e DE x0d dugc Booking thi don dé phai: khong cé phat sinh phiéu thu/ chi

e DGi v4i booking -> phai thuc hién duyét booking thi sé liéu mdi dugc cap nhat trong cac
bdo cdo tai Module Bao céo hé théng

Budc 3: Sau khi thuc hién stra xong don hang -> Click Cap nhat dé luu lai chinh sua:

4. Cac nut chirc nang man xem chi tiét Booking

Man xem chi tiét don hang: Tai man list don hang Click vao tén Ma hé théng :

Xac nhan dich vu

Hop déng dich vu

age nojfpund ¢

age noyfpund or type ul

Truong thong tin Hinh anh minh hoa M6 ta

age noffpund or type unknown Phi€u xac nhan dich vu sé dugc gui
cho Khach hang dé ky xac nhan cac
Dich vu trong tour, cé 2 ngbn ngir
chon:
+ Tiéng Anh
+ Tiéng Viét

age nofpund or type unknown - Hop dong dich vu sé dugc gli cho
Khach hang dé€ xac nhan lai cac diéu
khoan trong tour khach dat

Yéu cau hod don

age noFfplindge hy) omtype unkriown
- Yéu cau hoa don tao sé dugc ghi
>< nhan & muc Hoé don ké toan va cho
K& toan duyét

- Khi xuét yéu cau hod don -> nlt sé
chuyén sang mau xanh

Tao phi€u D& nghi thanh todn (BNTT) %aund or type unknown Tao phiéu BNTT gt cho Khach hang

GUi email don hang

age noyfpund or type unknown GUi email théng tin don hang cho
Khach Hang
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Truong thong tin

Tao lich nhac

Export phi€u diéu hanh dich vu

Export Chiét tinh tour

Xuat phiéu chi

Xuét phiéu thu

GUi email NCC

Cac churc nang trén cé thé thuc hién thao tac nhanh khi click

age noffpund or type unknown

4. Théng tin Gui khach hang, Ké Toan.

4.1. Gdi Phiéu Xac Nhan Djch Vu (XNDV), Hop dgne

e Budc 1: Chon Ma hé thong

e Budc 2: Chon

tuy loai khach.

Hinh anh minh hoa

ﬁe{hund or type unknown

ﬁe{hund or type unknown

ﬁezaund or type unknown

Y:}und or type unknown

ﬁe{hund or type unknown

Yaund or type unknown

7
age no

pbund or type unknown

M6 ta

- Tao lich nhac hen VD: Nhac hen dén
han thanh toén,...

- Khi dén thoi gian nhac lich da set ->
Hé thong sé théng bao vé mail nguai
tao/ phu trach lich nhac nay (diéu
kién: tai khodn phai bat thong bao
nhan email )

Export File excel phan chi cac dich vu
cla don hang

Xuat phi€u ma don vi chi cho don
hang

-> cac phiéu dugc tao sé dugc gan ma
tour vao phi€u va sé hién thi & Phiéu
chi (trong module K& toan)

Xuét phiéu thu cta khach hang

-> cac phiéu dugc tao sé dugc gan ma
tour vao phiéu va sé hién thj & Phi€u
thu (trong module K& toan)

GUi théng tin dich vu dat (phan chi)
cho don vi NCC

age noffpund or type unknown

& man list don hang:

cla tour ma minh muén gui thong tin.
age noyfpund or type unknown

dé gl cho khach hang, chon ngdn ng{r ti€ng viét hoac tiéng anh
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e Budc 3: Coppy dudng link hoac tai file PDF hoac file Wourd dé gii cho khach

e Budc 4: Hudng dan vao 6 Ky xac nhan

4.2. Xudt Héa don, Xuat phiéu thu

4.2.1. Xuat héa don.
age no

e chon vao

e Nhap tat ca thong tin cta khach hang vao

k€ toan yéu cau

4.2.2. Xuét phiéu thu.

e Budc 1: Click vao

bund or type unknown

age noffpund or type unknown
dé huéng dan khach ky hop déng online.
dé nhap théng tin.
age noyfpund or type u moj7fpund or type unknown

sau dé an

age no

bund or type unkno

sau dé an vao

e Budc 2: Nhap day du thong tin can thiét
e Budc 3: Click [Luu]

age no

bund or type unknown

Sau khi click

hé théng sé hién thi man dudi

Truong thong tin

Tén phiéu thu
Mé& phiéu thu

Ngay thanh toan

Phuong thic thanh toan
Loai phi€u thu

Nhan vién duyét

Ngudi theo doi

Thoéng tin nguoi déng tién

Téng tién

ba thu

age no

dé gui cho phong

bund or type unknown

dé xuat phiéu thu khi khach déng tién.

age noffpund or type unknown

Mé ta
Bat theo tén tour, nguoi dung c6 thé€ dgi tén phi€u nay.
Bat theo cau hinh "Ma tour_No.1".

Bat theo ngay tao phiéu, ngudi dung cé thé chon ngay
thanh toan.

Bat budc chon.

Bat budc chon.

Bat budc chon.

Khong bat budc.

Hé thong sé fill tir théng tin khach hang dat tour.

= (S6 lugng NL * gid NL + phu thu - giam gid) + (S6 lugng
tré em * gid tré em + phu thu - giam gid) + (S6 lugng tré
nho * gia tré nho + phu thu - giam gia).

= Téng tién phiéu thu dugc duyét.
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Truong théng tin M6 ta
Sé tién thu Ngusi dung nhéap sé tién can thu cta khach.
S6 tién con lai = Téng tién - D3 thu - S6 tién thu.

5. Chirc nang khac

5.1. P& Nghi Thanh Toan.

B1: Click [Tao DNTT]

age noyipunc

B2: Click [Tao phi€u] Sau khi click [Tao phi€u] hé thong hién thi man hinh nhu anh duéi

Truong thong tin Mo ta
Tén phiéu Bat theo tén tour
Tén khach hang Fill theo tén khach hang
Nguoi dé nghi Fill auto tén admin
Ngay dé nghi Fill auto ngay tao dé nghi
Ma tour Fill ma tour
Tén booking, tén tour Fill theo lich trinh
S6 tién Nguoi dung nhap sé tién dé nghi thanh toan
Phuong thic thanh todn Hé thong fill mac dinh la phuong thic uu tién
Noi dung thanh toan Fill theo tén phiéu

5.2. Gui Mail cho khach.
age noffpund or type unknown

e Chon vao nut sau d6 phan mém sé tu sinh ra 1 mau mail dé gui khach, C6 thé
age noffpund or type unknown

stra lai cho phu hgp véi cong ty dé gui khach.

5.2.2. Pat dich vu cla nha cung cgp
age nojfpund or type unknown

e Budc 1: chon vao dé md ma tour.

age noyfpund or type unknown

e Budc 2: kéo xudng pha chi dé ki€m tra théng tin nha cung cap
age nojfpund or type unknown

e Budc 3: click chon gui mail dé dat dich vu nha cung cap.
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e Budc 4: Hen nhac lich cho ké todn thanh todn cho nha cung cép néu cho. Chon

5.2.3. Xuat phiéu chi.

(https://docs.mistudio.asia/uploads/images/gallery/2024-12/scaled-1680-/image-
1734576123022.png)l(https://docs.mistudio.asia/uploads/images/gallery/2024-12/image-

1734576123022.png)

B1: Chon 1 tour can xuat phiéu chi

B2: Click [Chirc nang]

B3: Click [Xuat phiéu chi]

Sau khi click [Xuat phiéu chi]

age noffpund or type unknown

age no

Truong thong tin

Tén phiéu chi
Mé phiéu chi

Ngay thanh toan

Phuong thic thanh todn
Loai phi€u thu

Nhan vién duyét

Ngudi theo doi

Thoéng tin nguoi nhan tién
T6ng tién

ba chi

Sé tién chi

S6 tién con lai

5.3. Tao lich

e Chon

age noffpund or type unknown

hé théng sé di chuyén dén man hinh:

age nogfpund or type unknown

bund or type unknown age nogfpund or type unkn

Mé ta
Fill tir tén tour, ngudi dung cé thé sua.
Fill theo "Ma tour_gio, phut, giay_No.1, ...".

Bat theo ngay tao phiéu, ngudi dung cé thé chon ngay
thanh toan.

Bat budc chon.

Bat budc chon.

Bat budc chon.

Khong bat budc.

Hé thong sé fill tir théng tin NCC.

= Téng chi cta NCC.

= Téng tién phiéu chi dugc duyét.

Ngusi dung nhéap sé tién can chi cho khéach.

= Téng tién - Pa chi - S6 tién chi.
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e Nhap théng tin muén nhac han thanh todn M

e sau dé an luu dé hé thong tu ban théng bdo qua mail.

5.4. Phiéu khdo sat tu déng

age noffpund or type unknown

B1: Chon 1 tour gui cho khach hang dénh gia

age noyfpund or type unknown

B2: Click [Chic nang]

age noyfpund or type unknown

B3: Click [Phi€éu khdo sat tu dong]

age nojfpund or type unknown

Sau khi click [Phi€u khao sat ty dong] hé théng sé di chuyén dén Phiéu khao sat ty dong.

O Phiéu khao sat ty dong nay nguoi dung cé thé gli cho khach dé khach cé thé dénh gia tour theo
nhiéu tiéu chi.

6. Danh sach thanh Vién

age noffpund or type unknown

e Click vao ma hé théng ==> s(ra
age noffpund or type unknown

e chon

age noffpund or type unknown

e Thém théng tin khach thi céng hoac bang file sau dé an luu.

luu y: Néu khong cé nut stra thi sale khéng cé quyén sura, lién hé quan ly dé dugc mé quyén.
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